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ABSTRACT . 

The purpose of this systems project was to devise a 
competency-based system for the preparation of teachers, supervisors, 
and administrators in the field of vocational and applied arts 
education. Two major activities were accooqplished in the first year 
of the project, including: (1) the design of a pre-certification 
instructional system, and (2) the design, documentation, and initial 
testing of a management information system. During the second year of 
the project, three major objectives have been established, including: 

(1) the inqplementation of the pre-certification instructional system, 

(2) the design of a Master of Education program, and (3) continued 
field testing and maintenance of the management information system. A 
listing of project personnel and a discussion of the instructional 
and management information systems are appended. Two bocdclets 
describing the competency-based teacher education instructional 
systems are available as VT 019 883 and VT 019 884 in this issue. 
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Introduction 

The purpose of this project is to devise a system that will produce 
competent "directors of learning." The specific objectives are to deve- 
lop, test, implement, evaluate, and disseminate item one of VAE's mission 
statement: Develop a system for the preparation of teachers * supervisors. 
and administrators in the field of Vocational and Applied Arts Education . 

The specific objectives for Implementing these systems were scheduled 
during a three-year period. For the first year, it was indicated that 
five major objectives related to the Instructional System would be accom*- 
plished. These fifteen categories were broken down into 178 events. 

Eighty-seven per cent of these events will be completed by June 30, 
1972. This work has been accomplished because of the continuing support 
of the VAE faculty, special consultants from a variety of disciplines 
throughout the country, and a full time systems staff. (See Appendix I 
for a listing of these persons). 

The chart below outlines the primary project objectives for the 1971- 
1972 year. and the status of each task. The status falls into one of the 
following categories: 

1- Tasks completed as of 5-1-72 

2- Tasks completed as of 6-30-72 

3- Task8 completed as of 8-1-72 in preparation for Fall implementation 

4- Tasks to be begun and substantially completed during 1972-1973 



Sunmary 

The first year of the VAE Systems Project has accomplished two maj 
activities: 

1) the design of the VAE pre-certification Instructional System 

2) the design 9 documentation , and Initial field testing of the 
Hanageme.;t Information System 

During the second year, three major objectives have been established: 

1) the implementation of the pre-certification Instructional 
System 

2) the design of the VAE M.ED program 

3) continued field testing and maintenance of the Management 
Information System. 
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A MODEL FOR A COfPETEMCY^-BASED INSTRUCTIONAL SYSTEM^ 



Competency or performance based instructional programs are being 

widely discussed, and, at times, implemented in teacher education 
2 

programs. The folloid^ng model describes a systems appxoach to teacher 
education which utilises the tenets of competencybased instruction. 
This position paper describes the elements of the instructional system 
and the procedures that will be followed to develop and implement the 
system. The development of this competency-based system has been 
funded as a three year project, June, 1971, by the Michigan Department 
of Education as an initial phase of its effort to establish competency- 
based teacher certification procedures. The system w.<ll prepare 
teachers, supervisors, and administrators of Vocational and Applied Arts. 
The system will have two major components 1) an instructional system 
(described in this paper), and 2) a management information system (a 
paper outlining the ma:^or parts of this system is in process). 

This competency-based instructional program has five elements- 
competencies, performance objectives, needs assessment, delivery systems, 
and evaluation. Each component is closely related to the others and 
together they form the bases of programs which provide for accountability. 



-^Prepared oy Fred S. Cook, Director, VAE Systems Project and Rita C. 
Rlchey, Research Associate, VAE Systems Project. 

^Elam, Stanley, "Performance-Based Teacher Education: What is the 
State of the Art?" American Association of Colleges for Teacher Education, 
December, 1971. 
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COMPETEHCIES 

When a person i» coiip«tent» he has the necMsary knowledge, skills, 
and judgnent to perfom a task effectively as Measured by a glvet. standard 
of perfonunce.^ Translated Into the fras^work of a vocational teacher 
educatlor progrsai, a coaplete set of teacher conpetencles^ would describe 
those skills which an effective vocational teacher could deaonstrate. 

The distinction between "perfonMnce" and "conpetency" Is elusive. 
The literature and even groups actually working on competency-related 
projects were unable to provide a definition. Thus, a functional defini- 
tion of *'cogipetency** was devised. 

DEFIMITION: A competency Is « skill* which the student 
will demonstrate at a pre-detcnlned pro- 
ficiency level before initial and/or 
continuing certification. 

Our actual list of competenciss was based upon the first Cotrell 
list of competencies which resulted from a project at the Ohio State 
Center 'or Vocational and Technical Education.^ However, this list was 
substantially modified by the Wayne State VAE faculty to reflect the 
emphases atid concerns of our program. Adding, deleting, and changing 
terminology will probably be an essential process for each institution 
as it develops i.-.s owu competency list. 

Webster's Third New International Dictionary , (Springfield, Mass.; 
G & C Kerrlam Co., 1968), p. 463. 

^Webster's Third Kew International Dictionary . (Springfield, Hass.: 
G & C Merrlam Co., 1968), p. 2133 

^The VAE Competencies are based upon the competencies listed in 
'"Model Curricula for Vocational and Technical Teacher Education: Report 
No. 11 - General Objective;^ - Set 1", (Columbus, Ohio: The Center for 
Vocational and Technical Education, 1971) by Calvin J. Cotrell, et. al. 



Finally, to prepare a competent teacher » it is necessary to analyze 
each competency^ or skill, and identify its component parts. These 
parts become the specific performance object ives^^^behaviorally written 
objectives for each facet of the teacher education program.^ 

PERFORMANCE OBJECTIVES 

The performance objectives become the vehicles by which the compe** 
tencies are embedded in the actual instruction. 

Our performance objectives are written in terms ofj^leaming content 
only. They are not intended to specify the delivery systems a professor 
must use to achieve these objectives. By eliminating mention of anything 
related to the teaching process the behavioral objectives form the curri- 
culum parameters of a competency-based system without infringing upon the 
rights of the professor to alter means of achieving the specified ends. 

^"Performance Objectives" is used synonymously with behavioral 
objectives » performance goals » and instructional objectives. 

^The VAE performance objectives have been foxr^iulated by following 
the Model presented in Behavioral Objectives an d Instruction by Robert J. 
Klbler» Larry L. Barker, and David T. Miles ^Bo'ston, Mass.: Allyn and 
Bacon » Inc. 1970). Three kinds of objectives are developed - general 
educational objectives » informational objectives, and planning objectives. 
The general educational objectives are broad and non-behavioral. Infor- 
mational objectives have these specified components. 



The planning objectives have the three components of the informational 
objectives plus two more: 



1) 
2) 
3) 



Who is to perform the desired behavior 
Actual Behavior to be demonstrated 
The Result or Product of the behavior 
which will be evaluated 



4) The Relevant Conditions under which the 
behavior is to be performed. 

5) The Standard or Criteri a used to eval- 
uate the performance. 
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Thus 9 the variables of student characteristics, faculty expertise, and 
available facilities, as well as a desire to try something new can still 
be recognized. The objectives become the common thread throughout each 
course offering, regardless of the instructor, or when the course is 
taught. In this way specified objectives of the graduating students are 
always established, but the variety of approaches, an asset of a diverse 
faculty, is still maintained* 



RELATIONSHIP BETWEEH CCMPETEHCIES AND PERFOBMANCE OBJECTIVES 

Coaq>etencies and performance objectives are related* The mastery 

of several performance objectives would enable the student to demonstrate 

a competency. To Illustrate, below is one of the competencies of an 

effective VAE teacher, and at least tm of the performance objectives 

that must be mastered to demonstrate this competency. 

Competency: 

Determine student needs and goals 

Performance Objectives: 

1. Using the VAE list of methods (includes methods lAich 
each intern must use at least once during the intern 
teaching experience) , the intern will experiment with 
a variety of methods and the techniques for making 
them effective which have been selected to meet the 
interests, needs, and abilities of the individual 
student. This list will be provided at the start of 
the intern teaching experience. Seventy-five percent 
of the methods listed and all of the required methods 
.must be used in the intern teaching experience at 
least once. 



^Cotrell, Calvin J., et. al. , ''Model Curricula for Vocational and 
Technical Teacher Education: Report Nb. 11 General Objectives ^ Set I** 
(Columbus, Ohio: Ihe Center for Vocational and Technical Education, 1971), 
p. 12. 
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2. Through his involvement in large or small seminar 
groups the intern will discuss his strategy for 
planning differentiated assignments to provide for 
individual differences. The intern may use as a 
basis for the discussion, strategies 

a. used by the cooperating teacher. 

b. currently being implemented in the 

classroom or laboratory by the 
intern. 

c. used by other teachers the intern 

has observed. 

d. incorporated into methods and 

techniques selected and experi- 
mented with as part of objective 
number two. 

As part of his discussion the intern will state how 
cognitive, psychomotor, and affective learning acti- 
vities are incorporated into the intern* s strategies 
for planning differentiated assignments to provide 
for individual differences. 



Thus, the con^etency is general and program-related and the performance 
objectives are specific and course related. 

Our master list of competencies will be used to check the content 
validity of the instruction. This will be accomplished by matching a 
group of performance objectives to each competency on the list. 



NEEDS ASSESSMENT 

Needs assessment in this design will include testing of both exit 
and prerequisite skills. The exit test, given before instruction, can 
dotem\ine which performance objectives the student has already mastered. 
If the student can demonstrate a portion of the skills, instruction will 
be provided for the remaining skills. If the student demonstrates his 
mastery of all of the objectives, then he can immediately exit from that 
part of the system and receive credit without putting in "seat time**. 
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The test of prerequisite skills is the next major category of pre- 
instruction diagnosis. Before a student begins any portion of the 
instructional sequence he must demonstrate that he possesses those 
skills upon which the Instruction is based. The prerequisite skills 
are identified through a process of 1) sequencing the course objec- 
tives and 2) conducting a task analysis to break down each behavior 
into the major component parts. 

Both course specific prerequisites and general program prerequisites 
are identified. And two types of test instruments result. There is 
the short rather specific test which may cover, for example, a concept 
taught In a previous course upon which this int^tructlon Is dependent. 
These prerequisite skill tests may be administered at the beginning 
of a course or a unit. 

The second, more general type of prerequisite skill test may be 
administered upon admission to the department. Here skills which are 
deemed to be crucial to the entire program are tested. For example, 
these skills may include basic written and oral communication abilities. 

DELIVERY SYSTEM 

No attempt is being made to standardise the delivery system to 
be used in the instructional program. These are the prerogative of 
the individual professors. The design of this instructional system 
allows the continued use of the many existing modes of instruction: 
lectures, small group discover, microteaching activities, field 
experiences, etc. 
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tkz (iDmpete.n<Uu need be attcUmd th/ioagh iomaJi couA^e6. in an. 
effort to try out other instructional methods (or delivery systems) 
some courses in the undergraduate program are being taught using indi** 
vldualized learning kits. Students are self --paced and a variety of 
learning experiences are incorporated into each kit. Films, seminars, 
micro teaching, slide-tape programs, and individual conferences are some 
aspects of the instruction. 

EVALUATION 

Evaluation consists of two major processes««-l) exit test at the 
end of instruction to determine if the student has then mastered each 
performance objective, and 2) a follow-up of the student as he demonstrates 
these skills on the Job. These two processes comprise the basis for 
feedback into the system and subsequent revision. 

The evaluation process is initiated during the try-out period for 
each subsystem. Test performance, student reactions, faculty reactions 
all become input change before the instruction continues. For those 
courses which are trying-out individualized leafning kits, the students' 
self- reported work time data becomes crucial to both overall course 
design and specific learning experiences. However, the most important 
program evaluation will be based upon the follow-up studies of graduates, 
and subsequently of the students of these newly certified teachers. 
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SDMMARY 

This model of a competency-based instructional system consists 
of five major elements — competencies » performance objectives, needs 
assessment, delivery systems, and evaluation. Figure 1 below 
illustrates the entire design. 



Figure 1 

A Competency->Based 
Instructional System 



(Feedback Loop) 



Competencies 



T 



1 



Performance 
Objectives 



Needs 
Assessment 



I 



(Feedback Loop) 



Delivery 
Systems 



I 



Evaluation 



T 



All parts of the instructional system are based on competencies — skills 

which the student will demonstrate at a pre-determined proficiency level before 
initial and/or continuing certification* 
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DEVELOPMENT OF THE VAE 
PRE-SERVICE COMPETENCIES 



1. Identify 255 competenices developed by Calvin J. Cot re 11 in 
"Model Curricula for Vocational and Technical Teacher Education." 

2. Systems staff conducts literature review. 

3. Systems staff develops operational definition of "competency." 

4. Faculty adds 29 items to the Cotrell competenices based upon 
specific VAE viewpoints and literature searches. 

5. Faculty deletes 97 competencies identified as in-service or 
coordinator skills. 

6. Faculty edits and consolidates the list to reflect VAE programs 
and terminology. 

7. Faculty votes upon base pre-service competency list. 

8. Faculty approves the process and procedures for future change 
of the competency list. 

9. Sixty graduate students rate the pre-service competencies* 



17 



FRLC 



TEACHER COMPETENCIES 
Org^inized into Categories 

Items Page 

A. Planning Instruction* I - 21 • • • j - 2 

B. Executing Instruction 22-46 • • 3 

C. Evaluating Instruction 47-54 • • 4 

u. Guidance • . 55-65 • . 5 

E. Management 66 - 74 • • 6 

F. Public and Human Relations 75-78 • . 7 

G. General School Activities 79 - 80 • • 8 

H. Professional Role 81-88 . . 9. 

^Categories Calvin J. Cotrel I et. al,, ^'Model Curricula 

for Vocational and Technical Teacher Education: Report No. 11, 
General Objectives — Set Columbus, Ohio: The Center for 
Vocational and Technical Education, 1971 • 
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PLANNING INSTRUCTION 



The teacher will: 

1. identify from an occupational analysis^ the skills and information to be 
taught An an appropriate occupation (c 3) 

2. analyze a tasl^ or activity (c 4) 

3. determine student needs and goals (c 5) 

3J help determine appropirate learning goals for individual 
learners^ e.g. contract with the student for completion 
date and the nature of the product to be produced (232 

4. formulate behavioral objectives., for lessons^ units^ and courses (c 6) 

5. select and develop instructional content for a course (c 6) 

6. select and develop instructional content for a lesson (c 8) 

7. determine in-schooi learning experiences (classroom and/or laboratory) (c 9) 

8. select teaching strategies and delivery systems (c 10) 

8.1 determine optimal groupings of students for small group 
instruction J237) 

8.2 prescribe ways for the small group to accomplish its 
task (239) 

8.3 determine when large group instruction is appropriate 
for accompi ishing instructional objectives (241) 

8.4 select the most appropriate moans of conducting large 
group instruction, e.g. A-V equipment, lecture, 
chalkboard use, etc% (242) 

9. select required tools, equipment, and supplies for a lesson (c 1 1 ) 

10. determine instructional media and aids ( c 12) 

11. analyze and orgahlze the sequence of learning tasks (skills, operations, 
procedures) (c 13 and c 22) 

12. develop instructional untts (c 14) 

13. construct a lesson plan (c 15) 

14. plan the introduction of a lesson (c 16) 

15. develop instructional material (information sheets, transparencies, bulletin 
board materials, etc,) (c 17) 

16. identify out-of-school learning experiences (c 18) 

17. determine the need for and identify resource persons (c 19) 

18. determine appropriate library resources (c 20) 
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PLANNING iNSTRUCTION 



The teacher will: 

19. dev€flop a system for recording and filing subject matter information 
relevant to course planning (c 21) 

20. design behavior modification systems which produce desired changes in 
classroom behavior, i.e. discipline (229) 

21. prepare directions for a substitute teacher (248) 
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EXECUTING INSTRUCTION 



The teacher will: 

22. introduce a lesson (c 23} 

23. direct a group discussion (c 24) 

24. conduct a field trip (c 25) 

25. direct a student manipulative skill demonstration (c 26) 

26. demonstrate a manipulative skill (c 28) 

27. present a concept or principle through a demonstration (c 291 
26. give a lecture (c 30) 

29. give an illustrated talk (c 31) 

30. moderate a panel discussion (c 32) 

31. employ the techniques of oral questioning (c 34) 

32. recognize, interpret and utilize student actions and behavior, i.e. cues (c 35) 

33. reinforce learning (c 36) 

34. present study techniques (c 37) 

35. develop standards for student attainment (c 38) 

36. obtain closure for a lesson (c 39) 

37. give an essigNnont for outside work, i.e. homework (c 40) 

38. present taformation with the assistance of a resource person (c 41) 

39. reproduce instructional material using appropriate aval lab ie equipment (c 42, 

c 43, r: 44) 

40. set up display materials for instructional purposes (c 45) 

41. present a lesson using appropriate multi^media equipment and material (c 46- 

c 52, c 54, c 55) 

42. supervise student laboratory experiences (c 57) 

43. supervise the use of in4ividual ized instructional equipment and materials 

44. momitor small groups and identify any person or persons not working 
effectively in the group (238) 

45. reinforce independent thinking more than rote memorization (245) 

46. encourage "wholesome** attitude toward tools and equipment (247) 
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EVALUATING INSTRUCTION 



The teacher wM I: 

47. eva'iuate textbooks and reference materials (c S9) 

48. establish criteria for evaluation of lessons, units or courses (c 60) 

48.1 determine if evaluative criteria exist (c 76) 

48.2 select measures appropriate to the evaluative criteria (Cv.6l) 

48.2.1 formulate essay test questions ( c 62) 

48.2.2 formulate true^false test questions (c 63) 

48.2.3 formulate comptetlon test items (c 64) 

48.2.4 formulate matching test items (c 65) 

48.2.5 formulate multiple-choice questions (c 74) 

48.2.6 foomulate performance tests (c 66, c 75) 

48.3 establish criteria for student seif^evaluation (c 78) 
48.3.1 direct student self -evaluation (c 69) 

48.4 administer tests (c 67) 

48.5 interpret evaluative data for students and parents ( c73) 

49. formulate a plan of grading consistent with school policy (c 68) 

50. provide for the student's assessment of progress in class, home, and 
laboratory assignments (c 70) 

51. evaluate techniques employed with teaching delivery systems and strategies (c 

52. evaluate classroom facilities and equipment (c 80) 

53. monitor student progress and provide feedback (235) 

54. develop means of assessing individual contributions or learning which 
results from smalt group work (240 



22 



6UI0AICE 

The teacher wi 1 1 : 

55. assemble, display, and present information on occupational areas < c 81. 
c d2, c 100) 

56. cooperate with guidance counselor services <c 84) 

57. arranges for and administers employment tests (c 65) 
5b. conduct student-parent conferences (c 68) 

59. interpret cumulative student records (c 91) 

60. assist students to develop study habits (c 93) 

61. assist students with personal and social problems ( c 94) 

62. assift students with scholastic problems (c 95) 

63. assist students with problems associated with furtliering their education Cc 96) 

64. refer students to qualified personnel agencies for occupational and 
educational information (c 97) 

65. devise means of determining student attitude (236) 
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The teacher will: 

66. provide for the physical management of the learning environment 

66.1 arrange for storage of supplies and equipment (c 113) 

66.2 maintain tools and equipment (c 117) 

66.3 provide first aid supplies (c 119) 

66.4 arrange the mechanical details of the classroom and 
laboratory (materials and equipment) ( c 142) 

66.5 control physical surroundings, e.g. light, ventilation, 
heat, (c 143) 

66.6 establish "check-out" procedures for tools, supplies and 
equipment (c 145) 

66.7 develop and administer a system for cleaning and maintaining 
the laboratory (c 146) 

66.8 schedule student's work station and his storage space In 
the laboratory or shop (c 147) 

67. establish procedures with concern for the student's development 

67.1 provide for student-teacher establishment of standards of 
behavior (c 139) 

67.2 group students according to individual differences (c 140) 

67.3 maximize the use of student's time and the use of equipment, 
i .e. schedul ing (c 141 ) 

67.4 develop and implement safety rpocedures as an integral 
part of instruction (c 118, c 212) 

67.5 plan and maintain policies for laboratory participation (c 144) 

68. provide clerical management 

68.1 record and file student data, e.g. progress, performance, 
grades (c 131) 

68.2 record and file attendance reports on students (c 132) 

69. arrange students for study and demonstration (249) 

70. organize class at beginning of term (250) 

71. establish orOer of business each day (252) 

72. define the operating rules and responsibilities of both the learner and 
the teacher-manager (233) 

73. make reparations for hostile acts in clear and appropriate fashion (243) 

74. express displeasure in the act and not the person (244) 
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HUMAN RELATIONS 



The teacher will: 

75. interpret and promote career and vocational education within the school 
and community through oral and written communications (c 148) 

76. develop good professional working relationships with the other teachers 
and the administration, (c 149) 

77. develop good working relationships with school staff, e.g. secretaries, 
custodians, cafeteria workers, school nurse (cl5l) 

78. practice appropriate social amenities (253) 
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ACTIVITIES 



The teacher wM I : • 

79. participate In oon- instructional school activities, e.g. ticket col lecting, 
chaperon fng, and PTA (c 160) 

80. serve as a member or chairman of a committee (c 161) 



PROFESSIONAL ROLE 



The teacher will: 

t^J^Tjult °' ""^^^ ^^"Sr^s Of appropriate profession, 

a'Zn:es"?c* "^^f"''"'"-' developments, societal needs, and technological 

83. naintain expertise In his occupational speiiality (cl73) 

84. keep credentials file up to date (c 175) 

86. demonstrate good physical appearance (254) 

87. practice personal hygiene habits (255) 

88. use correct oral and written communication (251) 
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1. 



5. 



8. 
9. 



Competency Change Process 



Competency change initiated on Competency Change Form 
**Change» deletion, or addition may come from faculty, 
students, community, deans, industry, etc. 



2. Form sent to COrR C* 

**COPR C will meet twice monthly when Competency 
Change forms have been submitted. 

3. COPR C reviews change 

"Will checic for duplication in other part of program; 
will perform task analysis for results of change; 
will indicate need for additions or changes in 
performance objectives, other competencies » exit, 
and prerequisite tastes. 



COPR C records findings on form and recommends acceptance/rejection 

Form presented at next VAE staff meeting 
--Presented by COPR C member. 

6. Vote to accept or reject competency change 

"Recommendation for acceptance or rejection will be 
by majority vote of those present. 

?• Vote recorded on form 



One copy of form sent to Administrative Committee (AC) 

AC votes on acceptance or rejection of competency change 
"Acceptance or rejection will be by majority vote of 
those present. 



10. AC records action on form 

11. AC returns form to COPR C 



12. A) If competency change is not accepted, COPR C flies one 
copy in Competency Rejection file. 

B) If competency j£ accepted, COPR C takes appropriate 
action. 

— If only one faculty member is involved in making 
change, he will be responsible for making change and 
reporting action taken to COPR C on Competency Change 
form. COPR C will review and determine adequacy of 
documentation. 

If COPR C determines there are any adequacies, the 
Competency Change form will be given back to the 
initiating party for revision. 



ERIC 



* Competencies and Objectives Planning and Review Comnittee 
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x3« COPR C doexsnents action 

— COPR C will be responsible tor getting ehanffe written 
up in suitable form for insertion or deletion from VAE 
Faculty Blue Book. 

1^. COPR C reports on documentation to staff 

^Reports to staff on final action and distributes 
documentation 

15 • COPR C files one copy in Competency Acceptance file 
--Assigns number when adding to file. 
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Conpeteney Chaaffe Process 



1. Change , deletion « or addition nay 
come from faculty, students « 
community t deans, industry, etc. 



Competency 
Change 
initiated on 
Competency 
Change Form 



2. COPR C vill meet twice monthly when 
Competency Change forms have been 
submitted. 



Form sent to 
COPR C 



3. Will check for duplication in other 
part of program; vill perform task 
analysis for restilts of change; vill 
indicate need for additions or 
changes in performance objectives, 
other competencies, exit, and pre-* 
requisite tasks. 
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6. Recommendation for acceptance or 
rejection vill be by majority vote 
of those present. 



Vote io accept 
or reject 
competency 
change 6 



• Coapettacies and Objectives Planning 
and Reviev Cosimlttee 



"^te recorded 
on form 



One copy of 
fo» tent to 
Administratiye 
Coamittee(AC) 
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9. Accept uee or rejection will be hy 
majority vote of thoee present. 



12. B) If only one faculty aeofber ia 

involved in aaking diaa«e» he will 
be responaible for making change 
and reporting action taken to 
COPR C on Competency Change form. 
COPR C vill review and determine 
adequacy of documentation. 
If COPR C determines there are any 
adequacies » the Competency Change 
form vill be given back to the 
initiating party for revision. 

If more than one faculty member 
is involved^ COPR C vill determine 
who is involved and those involved 
(task force) vill appoint a chair- 
man. This task force vill be 
responsible for making changes and 
vill report to COPR C on the form 
the action taken. COPR C vill review 
action for adequacy of documentation. 
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\k. Reports to staff on final action 
and distributas documentation. 
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DEVELOPMENT OP THE VTiE PERPOFWlWCE OBJECTIVES 



Select format for performance objectives* Approved format outlined 
in B ehavioral Objectivos and Instruction by Robert Kibler, Larry 
Barker, and David Miles. Objectives written in three forms-general, 
informational, and planning. 

Objectives written by systems staff member in consultation with 
individual faculty member currently responsible for that course. 
The following steps were guidelines during the development process: 

a. Obtain general objectives from faculty member. 

b. During a conference with faculty, specific questions are 
asked to provide additional input for writing. 

c. Draft of informational objectives witten and approved 
by the professor during one or more conferences. 

d. Planning objectives written by adding conditions and 
criteria for evaluation. Approval obtained after 
necessary revisions. 

e. All objectives are written to reflect: 

1. learning content only 

2. terminal course objectives, 
not sub-steps 

3. no reference to delivery system 
or specific processes a professor 
might use to reach an objective 

4. no reference to one mandatory 
testing procedure (i.e., true- 
false questions) 

Specific curriculvun area objectives approved by faculty member cur- 
rently responsible for given course then forwarded to curriculum 
area staff for discussion, approval, and revision if necessary. 

General professional education objectives approved by VAE cownittee 
in charge of the development of that course. Approved objectives 
then forwarded to entire VAE staff for discussion, approval, and 
revision if necessary. 

Procedures for changing performance objectives approved by VAE 
faculty, (n.b. All faculty members have the right to make recom- 
mendations for any objective change. The suggestions, however, 
must be agreed to by the entire faculty, since each professor also 
has the responsibility to adhere to the agreed upon objectives when 
teaching a given class.) 
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Prepared By: 

Professor S. Htrold Sllvfus 
Systems sWff wewber A. Peine 



General Objectives 



Aoorove d April. 1972 
Inforaatlonii Objectives 



Approve d April. 1972 
Planning Objectives 



Approve d Aorll. 1972 



VAE SYSTEMS PROJEQ 
VAE 5187 

METHODS AND MATERIALS OF INSTRUCTION I 



CURRENT BULLETIN DESCRIPTION 

Pre-requlslte: 5191, 5925 

Practices and techniques for (1) organizing needed 
teaching plans and aids for a specific teaching 
situation, (2) securlna needed data regarding students, 
(3) oroanlzlng class, (4) developing essential records, 
and (5) establishing a safety program. 



The performance objectives for VAE 5187 hava been grouped In the following 
categories: 



I. PLANNING INSTRUCTION 

II. PERTINENT STUDENT DATA 

III. CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

IV. INSTRUCTIONAL MATERIALS 
V. SAFETY 

VI. PROFESSIONAL PERSONAL RELATIONSHIPS 
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COURSE: VAE 5187 
GENERAL OBOECTIVES 



1 Of 1 



I. PLANNING INSTRUCTION 

In this professional methods course a person preparing to teach Industrial 
education will Investigate and develop alius for a course, the overall plan 
for a tenn's work, functional plans to use while teaching each unit, and 
suggested plans for a substitute teacher. 



II. PERTINENT STUDENT DATA 

In this professional nethcds course a person preparing to teach Industrial 
education ascertains data needed about each student to project an 
Individualized educational program with concern for such factors as 
Interests, physical conditions to be noted, socio-economic background, 
previous Industrial education experience. Intelligence, and special 
aptitudes. 



III. CLASSROOM/LABORATORY MANAGEMENT AND MCTHOOS OF INSTRUCTION 

In this professional methods course a person preparing to teach Industrial 
education Investigates the organizational patterns of successful Industrial 
education teachers, methods, and techniques of Instruction, and appropriate 
plans for classroom/laboratory management. 



IV. INSTRUCTIONAL MATERIALS 

In this professional methods course a person preparing to teach Industrial 
education Investigates available professional, text, and reference books, 
films, and other aids; and develops criteria for selecting or developing 
needed Instructional materials and records to support units to be taught. 



V. SAFETY 

In this professional methods course a person preparing to teach Industrial 
education Identifies the elements of a safety education program as an 
Integral and meaningful phase of the total Instructional program, so 
students may develop wholesome attitudes toward observing safety precautions. 



VI. PROFESSIONAL PERSONAL RELATIONSHIPS 

In this professional methods course a person preparing to teach Industrial 
education Investigates those prec:f.1ces that result In wholesome relationships 
between 

a. the Instructor and Individual students. 

b. an Instructoi* and his colleagues. 

c. the Instructor and groups of students. 

d. the Instructor and his profession. 
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COURSE: VAE 5187 
INFORMATIONAL OBJEaiVES 



Pige 1 of 3 



I. PLANNING INSTRUCTION 

1. The student will prepare a paper that outlines the course alms for 
a selected course in the projected teaching specialization. 

2. Using the projected teaching specialization for the application, the 
student will pr'nare a written plan for a tern's work that covers 
the Identified t/plcal lesson* against a time distribution table. 

3. The student will Identify and define 

a. » nian of term's work. 

b. a iinlt teaching plan. 

c. a course of studly. 

d. a session plan. 

e. • project teaching plan. 

4. The student will develop a written format for unit teaching plans 
In the projected teaching specialization. 

5. Using the projected teaching specialization as a basis for content 
selection and the unit plan format developed In objective 14, the 
student will develop a written unit teaching plan. 

6. The student will develop an outline for a release qlving directions for 

a. a professionally qualified substitute Instructor 

In Industrial education. 

b. an unqualified substitute Instructor In 

Industrial education. 

7. The student will design and develop a teaching plan covering essential 
factors to be considered when enrolling a class and Introducing the 
course at the beginning of a term. 



11. PERTINENT srUDENT DATA 

8. The student will Identify the six general classifications of pertinent 
data needed to help each learner In Industrial education to optimize 
an Instructional program. 

9. The student will Investigate and analyze the cumulative record keeping 
procedures used by school systems and the Individual Industrial 
education teacher. 

IC. The student will design a written data collection Instrument for 
collecting pertinent and essential Informal data from each learner 
at the beginning of a course. 
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COURSE: VAE 5187 
INFORMATIONAL OBJECTIVES 
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II. PERTINENT STUDENT DATA 

11. The studtfit HII analyze possible leamtr handicaps that he probably 
will need to deal with In in Industrial education laboratory. 



III. CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

12. The student will design a record keeping system Mhlch could be 
adapted to future classroom/I iboratory experiences. 

13. Given a written list of specific reading assignments concerning the 
methods and materials of Instruction In Industrial education, the 
student will read and analyze the assigned materials. 

14. The student will Identify and distinguish between the three most 
common methods for moving students through a multiple activity program. 

15. Given a list of the advantages and disadvantages of the three most 
common methods for moving students In multiple activity programs, the 
student will Identify one advantage and one disadvantage for each method. 

16. The student will Identify the factors which must be taken Into 
consideration when planning for a multiple activity shop or laboratory 
Instructional program. 

17. The student will develop a plan for a written session order of business 
for a specific teaching situation In Industrial education. 

18. The student will deslgi^ and develop a written organizational system 
for a student directed organization which could be implemented in 

a future class. 

19. The student will analyze various methods and techniques for enrolling a 
class at the beginning of the term. 

20. The student will analyze methods and techniques of Instruction. 

21. The student will design a system for the accounting of student 
attendance during school hours. 
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COURSE: VAE 5187 
INFORMATIONAL OBJECTIVES 
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IV. INSTRUCTIONAL MATERIALS 

22. The student will develop written criteria for evaluating text» 
reference» and visual materials. 



V. SAFETY 

23. The student will identify and list in outline form the general safety 
precautions for an industrial education course. 

24. The student will prepare in written outline form the safety instruction 
for a selected machine. 

25. The student will prepare a safety test on the safety Instruction 
previously developed for a selected machine. 

26. The student will identify the general safety factors which make a 
laboratory a safe place to work. 

27. The student will classify selected types of fires and the kinds of 
extinguishers needed for each type of fire. 

28. The student will analyze and identify correct first aid procedures 
for typical laboratory Injuries. 

29. The student will analyze the various facets of teacher liability. 



VI. PROFESSIONAL PERSONAL RELATIONSHIPS 

30. The student will be given the opportunity to actively participate 
in a leadership role through performance of class activities. 

31. The student will actively participate on one or more committees 
scheduled to make presentations to the class. 

32. The student will analyze the process Involved in identifying the 
activities of Industrial education teachers. 
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COURSE: VAE 5187 
PLANNING OBJECTIVES 



Page 1 of TO 



I. PUNNING INSTRUCTION 

1. Given an organizational format, the student will prepare a paper 
that outlines the course aiims for a selected course in the projected 
teaching specialization.* The aims will communicate the scope and 
purpose of the selected course to prospective learners in the course. 
The aims will Kiclude 

a. the values promulgated for the instruction. 

b. the relationships that exist between 

the specific course and the total curriculum. 

c. what the course prepares the learner to do or 

to elect later in an educational sequence. 

*{e.g. Aircraft and Engine Mechanic, Die Designer, Welder, or Wood 
technology) 

2. Using the projected teaching specialization for the application, the 
student will prepare a written plan for a term's work that outlines 
the identified typical lessons against a time distribution table. 

The examples on pages 72-79 in Teaching Successfully should be 
used by the student as a guide for the preparation of the term plan. 
The term plan will Include 

a. major topics for the term. 

b. the allowable time for each topic. 

As an option the student may also include 

a. specific assignments or activities for each tooic. 

b. text or supplementary materials. 

c. method(s) of instruction for each topic. 

3. Given a list of correct and incorrect definitions, the student will identify 
and define 

a. a plan for a term's work. 

b. a unit teaching plan. 
c> a course of study. 

d. a session olan. • 

e. a project teaching plan. 

The student should use the text Teaching Successfully as a reference for 
learning about the scope of these plans. Since knowleage of all of these 
plans is essential to an industrial education teacher, a score of 100 per 
cent should be achieved on a unit examination which deals with the above 
aspects of planning 
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I. PLANNING INSTRUCTION 

4. Using the typical points (identified on pages 86-95 of Teaching 
Successfully ) included in functional unit plans as guidelines and 

any additional points that may be necessary for a particular specialization, 
the student will develop a written format for unit teaching plans 
in the projected teaching specialization. Topic #6 in Teaching 
Successfully along with student selected references should be used 
as a guide for the development of a format. 

5. Using the projected teaching specialization as a basis for content 
selection and the unit plan format developed in objective #4, the 
student will develop a written unit teaching plan which includes 

a preface describing the specific teaching situation for which the 
unit plan has been designed. Topic #6 in Teaching Successfully 
along with student selected references should be used as a guide for 
the development of the unit teaching plan. A project teaching plan 
may be developed as a unit teaching plan. 

6. Using the content of the projected teaching specialization and Topic #7 
in Teaching Successfully as a resource, the student will develop an 
outline for a release giving directions for 

a. a professionally qualified substitute instructor 

in industrial education. 

b. an unqualified substitute instructor in industrial 

education. 

The outline will include the factors identified on pages 100-107 of 
Teachi ng Su cces s f u 1 1 y . The outline of directions will include a 
preface describing tne subject and teaching situation. 

7. Usng a projected teaching assignment for a specific teaching situation, 

student will design and develop a teaching plan covering essential 
factors (as specified by headings in Topic #13 of Teaching Successfully) 
to be considered when enrolling a class and introducing tne course at 
the beginning of a term. The plan will include a preface describing 
the specific teaching situation for which the plan has been designed. 



II. PERTINENT STUDENT DATA 

8. Using Topic #2 of Teaching Successfully as a source, the student will 
identify the six general classifications of pertinent data needed 
to help each learner in industrial educational to optimize an instructional 
program. The general classifications for these pertinent data include 

a. individual interests. 

b. physical conditions. 
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PLANNING OBJECTIVES 



II. PERTINENT STUDENT DATA 

8. c. socio-economic background. 

d. previous industrial education experience. 

e. measures of general Intelligence. 

f. special aptitudes. 

When given a Vst of specific pertinent data, the student will classify 
these under one of the six general classifications of pertinent data 
listed above. 

9. Using Topic #8 of Teaching Successfully the student will investigate 
and analyze the cumulative record keeping procedures used by school 
systems and the individual industrial education teacher. 

The student's comprehension of cumulative record's procedures will 
be evaluated by the course examination. 

10. Using Topic #2 of Teaching Successfully and student selected 
reference materials, the student will design a written data collection 
Instrument for the projected teaching specialization. The purpose of this 
instrument is for collecting pertinent and essential informal data 

from each learner at the beginning of a course. The format of the 
instrumant is up to the descretion of the student. It should not 
be more than 2 pages in length. 

11. Using Topic #3 of Teaching Successfully and current reference materials, 
the students will analyze possible learner handicaps that they 

will probably need to deal with in an industrial education laboratory. 
These would include consideration for learners who are left handed or 
with 

a. defective visioD. 

b. impaired hearing. 

c. a speech defect. 

d. a crippled condition. 

e. poor mental health. 

The students' ability to analyze a given situation involving student 
handicaps will be evaluated on the course examination. 
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III. CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

12. Using the projected teaching specialization and the text. Teaching 
Successfully , as a guide, the student will design a total record 
keeping system which could be adapted to future c1 assroom/l aboratory 
experiences, this record keeping system should include 

a. clcss books. 

b. individual progress charts. 

c. accident reports. 

d. safety records. 

e. informal pertinent data concerning students. 

f . other pertinent records which the student 

feels are needed to administer the 
projected teaching specialization. 

The format for the record keeping system will follow the form of a 
standard written outline. The outline will include a preface that 
describes the learning situation for which the record keeping system 
has been designed. 

13. Given a written list of specific reading assignements concerning the 
methods and materials of instruction in industrial education, the 
student will read and analyze the assigned text materials. At the 
conclusion of the course a course examination will be given to 
evaluate the student's comprehension of the assigned readings. 

14. Given a list of possible definitions, the student will identify and 
distinguish between the three most common methods for moving students 
through a multiple activity program. These methods as specified in 
Topic #8 of Managing Multiple Activities , include 

a. group rotation. 

b. individual rotation. 

c. individual progression. 

15. Given a list of the advantages and disadvantages of the three most common 
methods for moving students in multiple activity orograms, the 

student will identify one advantage and one disadvantage for each method. 
These methods, as* specified in Topic #8 of ftenaaing Multiple Activities 
include ~ — 

a. group rotation. 

b. individual rotation. 

c. individual progression. 
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III. CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

16. The student will identify the factors to be taken into consideration 

• when establishing an organizational plan for a multiple activity shop 
or laboratory. The factors, as specified in Topic #16 of Managing 
Multiple Activities include the 

a. i:*"tructional program to be offered. 

b. nuiiber of major activities to be carried on. 

c. maximum ntmber of students in any one class. 

d. essential tools and equipment for a 

laboratory. 

e. floor space needed for each area. 

f. required work stations. 

g. needed service equipment. 

h. storage facilities. 

The identification of these factors will be accomplished from a 
written list of laboratory planning items and items which are 
unreleted to laboratory planning. 

17. Using the projected teaching specialisation and Topic #12 of Teaching 
Successfully the student will develop a written session order of 
business for a specific teaching situation in industrial education. 

In developing the order of business the following purposes should be 
kept in mind. The purpose of an order of business for each session is to 

a. establish an order for carrying out the 

organizational activities during a 
typical class session, (i.e. supplies and 
tools, calling class to order, checking 
on presence of designated class officers, 
safety inspection, program for group 
instruction, and clean up.) 

b. set up a system so each student can carry 

out responsibilities and perform the 
designated work successfully with a 
minimum of assistance. 

c. provide appropriate time each period 

for manipulative or laboratory work. 

d. prevent group discipline problems 

through student organization and 
participation. 

e. plan the class routine so no student will 

become lost or isolated. 
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IIK CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

18. Using the projected teaching specialization, page 329 of Teaching 
Successfully , and Topic #5 & #6 of Managing MuTtiple Activities , the 
student will desigr. and develop a written organizational system for 

a student d'^rected orgatiization which could be implemented in a future 
class or laboratory. 

The student dincted organizational system will include provision for 

a. student involvement in managing the organization 

of the instructional program. 

b. factors that determine the kind and extent of 

an organization. 

c. student participation in planning the 

organization. 

d. procedure for establishing the organization. 

e. making the directions for each class officer 

self-explanatory. 

f. selecting the class officers. 

g. the term of office of each member of the 

student organization. 

h. giving credit to students who work in 

student organization. 

i. substitutes for absent class officers, 
j. assisting class officers with their 

responsibilities 

The format for the student organizational system will follow standard 
outline form. The outline should include a oreface that describes 
the teaching situation for which the organizational system has been 
designed. 

19. The student will analyze various methods and techniques tor enrolling 
a class at the beginning of the term. Topic #13 of Tea ching 
Successfully and periodicals should be used in this analytical study. 
The students comprehension of the methods and techniques discussed in 
Topic #13 will be evaluated by the course examination. 

20. Keepino in mind the projected teaching specialization and Part 6 of 
Teaching Successfully , the student will analyze methods and techniques 
of instruction for 

a. arranging students for group instruction and 

independent study. 

b. arranging students for demonstrations. 

c. team teaching In industrial education. 

d. providing student team activity. 

e. giving a demonstration to large and 

small groups. 

f. giving lectures. 

g. using the discussion method. 
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III. CLASSROOM/LABORATORY MANAGEMENT AND METHODS OF INSTRUCTION 

20. h. using field trips for instructional 

purposes, 
i. providing Ow.tside assignments, 
j. providing instruction sheets, 
k. stip^^rvised performance at the work 

station. 

1. giving students independent research time, 
m. using programmed instruction. 

The student's comprehension of the methods and techniques outlined 
above will be evaluated by the course examination. 

21. Using Topic #15 & #23 of Teaching Successfully and student selected 
periodicals as resources, the student will design a system for the 
accounting of students which takes into consideration the 

a. practices to excuse and admit students 

to class. 

b. development of wholesome attitudes 

towards tardiness or absence. 

c. possibility of fire drills, nuclear or 

similar major catastrophes. 

The system will be developed using a standard outline format. The 
written outline will include a preface that describes the learning 
situation for which the student accounting system has been designed. 



IV. INSTRUCTIONAL MATERIALS 

22. Using the projected teaching specialization and Topics #S & #10 of 
Teaching Successfully as a guide, the student will develop written 
criteria for evaluating text, reference, and visual materials 
(transparencies, films, etc.) for a specific learning situation. 
The criteria will be written in standard outline format. The outline 
of criteria will Include a preface briefly describing the learning 
situation for which the criteria have been developed. 



V. SAFETY 

23. Using the projected teaching specialization and pages 400-405 of 
Tea ching Successfully as a guideline, the student will identify and 
list ln outline form the general safety precautions for a specific 
industrial education course. These precautions include 



a. good personal habits which eliminate 
accidents. 
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V. SAFETY 

23. b. general activities that relate to 

working conditions, 
c. general precautions applicable to all 
tools and machines. 

24. Using the excr-le of safety instruction for the engine lathe on 
pages 408-411 o- Teaching Successfully , the student will prepare in 
written outline fonr. tne safety instruction for a machine that 
would be included in the laboratory equipment of the projected 
teaching specialization. 

25. Using the outline of safety instruction oloped for objective #24 
the student will prepare a safety test on tne safety instruction 
previously developed for a selected machine. The test that Is 
developed will include multiple choice and true-false test items. 

A key showing the correct answers to the questions is to be developed 
also. 

26. The student will identify the general safety factors whcch make a 
laboratory a safe place to work. Factors which must be considered 
when attempting to eliminate potential causes of accidents include 

a. dull or broken tools. 

b. building defects. 

c. electrical equipment. 

d. operator's zones. 

e. redesigning tools and machines for 

safety. 

f. color and its effect on safety. 

g. a school shop safety inspection check list. 

The student's ability to correctly identify all of these factors will 
be evaluated through the course examination. 

* 

27. Given the information covered in Topic #24 of Teaching^ Successfully 
and 8 examples of types of fires, the student will identify each fire 
according to one of the following classes and indicate the type of 
extinguisher needed to control the fire. 

a. class A 

b. class B 

c. class C 

d. class D 

The student's comprehension of the various classes of fires will be 
evaluated by the course examination. 
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V. SAFETY 

IJfn'ifJfnJ will analyze the correct first aid procedures to follow 

L3'J **u*" l"^"'^^ P^'^°"- "^oP^c #25 of Teaching Successfully 
is to be used by the student as a basis for the anal ysis. •'"^^•''^^^""r . 

y!l!I!*.?i^®*u* Ijst of typical shop related injuries, the student will 
identify the first aid procedure which the teacher should follow 
for each injury. Typical laboratory related injuries include 

a. eye injuries. 

b. foreign objects In the eye. 

c. cuts or wounds. 

d. bruises. 

e. foreign objects under the skin. 



29. 



The student's ability to identify correct first aid procedures will 
be evaluated by the course examination. pruceuures win 

Using Topic #26 in Teaching Successfully as a resourse guide and 

include ^"^^ teacher liability. These facets 

a. school district liability. 

b. teacher negligence and liability, 

c. degree of teacher negligence. 

d. liability insurance. 

e. a sound safety program. 

The student's comprehension of teacher liability will be evaluated 
by the course examination. 



VI. PROFESSIONAL PERSONAL RELATIONSHIPS 

30. The student will be given che opportunity to actively participate 
in a leadership role as he carries out his responsibilities to the 

cl.!5!«* committees. Leadership activities which the 

student may select include 



a. serving as an associate to the professor. 

b. serving as a session chairman. 

c. serving as class officer. 

d. serving as chairman of a special 

committee with defined objectives. 
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PLANNING OBJECTIVES 



VI. PROFESSIONAL PERSONAL RELATIONSHIPS 

31. Given the opportunity to select areas of interest for committee 
involvement, the student will actively participate on one or more 
committees scheduled to make presentations to the class. Evaluation 
of the student performance on a coninittee will take into consideration 
the 

a. organization of the presentaion. 

b. thoroughness with which the topic Is 

covered. 

c. use of appropriate and effective 

methods and techniques of instruction. 

d. clarity of the student's ideas. 

e. fulfillment of the objectives for the 

presentation. 

f. use of visual aids 

g. student's teaching performance. 

h. professional appearance of the student. 

Using these factors as a basis for discussion, the student will 
participate in a self-evaluation session with other committee members 
and the professor to make Judgements regarding the performance of 
each team member. 

32. Using Topic #1 in Teaching Successfully as a resource, the student 
will analyze the process involved in identifying the activities 

of industrial education teachers. The student's comprehension of this 
process will be evaluated by the course examination. 
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The procedures for changing performance 
objectives have not been approved by 
the VAE faculty 
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Matcni*ig Performance 
Objectives to Competencies 



(It is only through a final examination of the overall program in relation- 
ship to the stated competencies that one can be sure of the validity of 
each facet of instruction in the sequence.) 

1« Systems Staff will make preliminary matches in terms of content between 
the approved performance objectives from all VAE pre-certification 
courses and those competencies on the approved pre-service list* 

2. Faculty will approve all match- 

3. This matching process will isolate two items: 

a) Those course objectives without related competencies. 

b) Those competencies without libjectivcs* 

4. Then the entire VAE faculty must make curriculum decisions in regards 
to these **left over** competencies and objectives: 

a) Is the competency really legitimate? If not^ it is deleted 
from the list. If it is appropriate, performance objectives 
must be written and placed into a course or courses. 

b) Is the performance objective really legitimate? If not, it 
is dropped from the course. If it is appropriate, an addi- 
tional competency must be written. 

5. Then final approval will be given to both the VAE Base Pre-Service 
List and the VAE pre-certification performance objectives. 
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DEVELOPMENT OF VAE 
COURSE STRUCTURE CHARTS 



Establish course parameters via General Objectives. 

Group informotional Objectives under General Objectives. 

"Break down" inforroational objectives to establish the component 
skills which one must have in order to meet each objective. 

Show hierarchy of skills and knowledge by arranging behaviors from 
complex down to the simple. 

Identify the connectxons between component behaviors to provide 
information for initial sequencing decisions. 

One primary use of this chart is to visualize the course content 
and structure. The relationships between courses and several 
components within one course are made apparent. 
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tu TCiins or iehavion uesinfo u the 



: CONCCPTS 



eoAts 



S (list OfSCdibe THC purpose & 
tonpodCiiT PARTS np a iehavioral 

OIJ CCTIVC* 



S*S KNOWLCOGC Of CORCCPTS: 
(|| COUCATtORAL ASSCSSMCRT 
(2] (VAtUATIOR 

(S) rAPtR-»ARO-PlRCll ASSfSSMCRT 



S HdST lOCNTirv & OISTINCUISH THE 
CMMACTHISTICC OF THC COCNITiVC, 
APPCCTlvr, & PSVCxOnOTOR OOHAlrS 

or Bioon's T^xonohy cr EeuCATiomt 
Oejtcriyfs« — — — — 



S MIST H«VC KNOWLCOCC OF CONCCFTS! 
l) Tf«MIII6-lf*«ll|ll6 CXFCRICNCC 

C06IIITIVC 
,3) JtFFCCTIVC 
^) FSrCHOnOTOK 
•OMINS 

(6) ocsmusic itunnt* ich^viors. 



ED. 5925 PREREQUISITES 



P 
R 
E 
R 

E 

Q 
U 
I 

S 
I 

T 
E 
S 



1 



ASSfSSMfM OF $•$: MOWLmC OP 
OUTLfRlRG» SUHHARIZIRC ARO 
CHECKLISTS* 



$ HUST NAVC SKILLS IR STRTMCSIIIR8; 

It) WRITIRC (cOnPOSIRC) WITMIR A CIVCR STRUCTORf 
2) OPCRATIOM OF VARIOUS TCACMtRC MPLCHCRTS 
3) ORALLY ARTKULATIRC lOfAS (eRAfWATlCALiY CORRCCT) 

(4) CREATIVE IR C0RSTRUCT1R6 ILLUSTRATIVE HATCRIAU 

(5) CRUIRALITT 



Asscsshcrt of S*St 

(%l LO€tCAl» JUD6HCRTAl» & OlSCt^niRATl VC tCMAVIORS. 
{?) ASILITV TO DRAW IRFCRCRCCS & CONCLUSIONS 
RCiATCO TO a) appropriate USES 

•) PURPOSE Of SUPPLEHERTARY TOOLS* 



l) IVAIUATC O0JCCT|V£LY 
OlSERVE 



3) RISCRIHIRATE E^rCCTIVHY^ 



EVALUATIOR OP S*s: 
) RESPOROIRS 
^2 VALUtR€ 
^3 COrnitTMERT 
,4) CHARACTERIZATION 
(WQW^TgSTEO BEHAVIDflS) 



r 



Assessment op S*s ceneral 

APPEARANCE AND LAR6UA€E 
•ENAVIORS. 



S nUST NAVE KROWLEDGE OF AND 
• E Atli TO APPLY CONCEPTS Cf 

C| WELL«6R0OnED 

2) 6000 POSTURE 
i|3} *€000* CRAHHAR 
tO^fLIS OWN PERSON* 



ERLC 



COURSE 



STRUCTURE 
VAE 4141 



CHART 



Methods and Materials of 
Teaching Homemaking and 
Fami ly Living 

D. Schleslnger^ 



Systems Staff 



Given A sptcirico rcRHAT S vul 

MCAKIZE ft WRITE A VHIT 
PLANf INCLUOIkG A SLOCK SEQl>tNTUL 
LAYOUT rOR AN AREA OF INSTffVCTtON 
IN riE AT THE JUNION Oft rCBION 
HICH SCHOOL LEVEL. 



Given a oescri»ti6i: ar a school* 

COKHU^ITY situation^ S WILL SELECT 
A^PROPRIATF CUARtCULUn TOPi:s/uNlTS 
rON FlEt lASEO ON LEArNEft CHARACT* 
CRISTICS9 6ACKGR0UN0» NEEOS» ANO 
CONCERNS or INOIVIOUALS &SOCIETr«, 



S HUST IE AILE TO SELECT 
APPROfRUTE UNITS & TOPICS 
Of INSTRUCTION, 



S WILL lOENTIPY THE POLlOWIK^i 
COrPONENT PARTS RECOIRCO IN 
WRITING A UNIT OR ILOCK PLAH: 
t) OYER VIEW OP STUOtRT NEEOS 
2) lEHAVIORAL OBJECTIVES 
(3) CENERALIZATIONS 



conc epts 
Course Content 
Leapning experiences 

BllLIOGRAPHY 



Swill exhieit thosc iehaviors that 
are appropriate to the role op the 

TEACHf^ AS OCKII^ee EV THE CHECXLK^T 
PORnuLATEO, 



5 Witt PORnutATE A Checklist 

OP EPPECTIVE CHARACTERISTICS^ 
SUCH ASt TACTt PUNCTUALITY^ 
ETC,» AS |0ENTIPIE0» 0ESCXI6E0 

6 OISCUSSEI» ANO ANALYZE HER 

OWN "teacher behavior** 

r 



Assessment op S*s ability to 
recognize & evaluate "personal* 

ANO "EPPECTlVE** TEACNfR CHARA* 
CTER & BEHAVIORS, 



t« ORdEII TO DETERMINE (pLAN 5c WRITe) CURHiCUlUK 

(what to TEACh)» the S HUST BE ABIE TO APPLY & 

ASSESS (1) PRINCIPLES OP EDUCATION (oR WHAT WC 

KNOW ABOUT HOW PUPILS LEARn). ANO (2) NEEOS OF 
PNPllS BASED ON FAMILY BACX^ROUNOf LOCAL COMMUNITY 

s'lTUATION^ ANO LEARNER*$ STAGE OF DEVELOPMENT, 



Assessment op S*s ability to 
bp!aicd0v«l & put together com- 
ponent parys u elements into 

A UNIPIEO CPGANIZATlOh AS A 
V/'IOIE (unit PLAIt}, 



S MUST BE ABLE TO ANALYZE AND 
OETERMNt LEARNER NEEOS» lkPLU« 
ENCE OF BACrfiROUNO^ ETC* 



ASSESSMENT OF S»S ABILITY TO APPLY 
PRINCIPLES OF EBUCATION AND NEEDS 
OF^PDPILS, 



CEPTS k 
RELATION 
PECT -Vf 
EXPERIENCE, 



STICS TM^T 



CTIOM BET* 
NCEPTS 

CRITERIA, 



EDGE OP 
OGY 




SmUST OETEHMINE INTER-RELATJONSHIPS. 



6IVEN A CHECKLIST, S WILL EVALUATE 
HER PERFORMANCE IN THE COURSE AC« 
CORDING TO THE COURSE OBJECTIVES 
ANP RECOMMEND A PINAL COURSE GRACE 

1 



3 MUST HAVE KNOWLEDGE AND BE 
ABIE TO COMPREHEND THE CONCrpTS! 

11) OVERVIEW 
2) STUDENT NEEDS 
3) BEHAVIORAL OBJECTIVES 
CONCEPTS ^ 

(5} GENERAtlZATIONS 

(6} COURSE CONTENT (FLE SECOND* 

ARY SCHOOL CURRICULIiM) 

(7) lEIRNING EXPERIENCES 

(8) BldLlOGRAPHY 

(9) 



(10 
II 
|2 



Block Plans 
Unit plans 

S,>Q0<NCIN6 

Continuity 



s must be a 
pupil/learn 

I ^ 


8LE TO RECOGNIZE 
ER READINESS* 






Assessment op 3*s: 

u] learner perceptions 

(2} valuing & organization 

Of MATERIALS, 



S MUST BE ABLE TO SEE RELATION- 
SHIPS BETWEEN PLAINING & 

f ERFORMARCE« 



S MUST WRITE THREE BEKAVIORAL OBJEeTIVCS 
4 EXPLAIN AT LEAST TWO DIPt^ERENT WAYS IN 
WHICH THE BEHAVIORAL OBJECTIVES MAY BE 
ASSESSED OTHER THAN BY A P AP ER-ANOH" ENCIL 
t5BTft 



3 MUST BE ABLE TO MAKE 
SUGGESTIONS, 



S MUSr CONSTRUCT AH EVALUATION DEVICE 
TO ASSESS THE ATTAINMENT OP A SPECIFIC 
BEHAVIORAL OBJECTIVE^ 



S MUST FORMULATE A BEHAVIORAL OBJECTIVE 
APPROPRIATE FOR EACP LEVtL OF THE COG.tl- 
TlVEf AFFECTtVEt & PSYCHOMOTOR DOMAINS 
IN TERMS OF BEHAVIOR OESlRfD IN THE 



3 MUST BE ABLE TO Itftil^^ HIS 
POINT OF VIEW, 



s hv«t be able to distinguish between 
other evaluation devices and paper* 
ano»p'encil devices. 



3 MUST BE ABLE TO BE OBJCCTIVE 
IN ASSESSMENTS* 



3 Mi5T DfltCRlBE THE PURPOSE & 
tCMPOHENT PARTS OF A BEHAV|OI!AL 
OBJ ECTIVE* 

\ — 

I 

MUiliiiMiilli^ 



S*s f:nowleo6e of concepts: 
t) educational assessmht 

2] EVALUATION 

'3) rAPER«ANO«PENCIL ASSESSMENT 



ASSESSMENT OF 3*S ABILITY TO: 
{%\ EVAIUATE OBJECTIVELY 

(2) OBSERVE 

(3) BiaCRI MlNATE EFFECTIVELY 

4 
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51 AaSTflACTIONS 
t } C4TC60MIIH6 



[S CROUDS CHA«ACTCRt$T|CS THAT 
COMfKlSC **6Cli(IIAllZATI0MS* 



T 



AmssMciiT or S's e*8ic icnowuocc 
or FLE CONim, ANO eoucatiohal 
P3YCWO10CY PaiMCIPlCS, 



S hUSl HAVE KNOVIEOGE Of FLE 
SECONOARY SCHOOL CUHRICIJlUM, 



S HOST HAYE KNOWLEDGE or REL- 
ATE rAMIlY LIYtNG CURRICULUH 
AREAS* 



?tTiLV:ill "^fOwiEOGE or concepts; 

(t; rONOAMWAl CHARACTERISTfCS 
(2i RtPORT 
(3) CYALUATION 



AssEssHm or s»s knowleoge or 

COKCCPTS* 



5 MUST HAYE SKlltS tUt 

ft) WRITING RfPORTI 
2) ARTICULATING, CONfOSiNG, 

6 PRESENTING REPORTS 

(3) ftEAOlNG & COnfREHENOING 
PROr ESS lONAl EOUCATIONAl 

"HATfRrALS 

(4) HECHANICAL OfSCRIHf RATI ONS 
(l«E« CHECKING, UNOERLtNtNG,ETcl 



Assessment or S*s 

(l) LANGUAGE BEHAVIORS 



STUOY*" BEHAVIORS 

3) OlSCRIHINATORY ErHAVlORS 

4) WRITTEN & ORAL BEHAVIORS 

5) *cheatiye"& art IEHAYIORS 



S MUST >jM^»LCCGt or 

EOUCATIOH PSYCHOLOGY 
P^INCI'KS, 



S MUST BE Atte TO lOENTlfY CHARACTER* 

THE tEAR«lli;« MOCESS A IE 
AtlE TO EXPLAIN THEIR I^►0>^AJICE IN 

THE CLASSROOM. 



S MUST HAVE ^'JOWLEDGE OP THE fOLf OWING CONCEPTS 

II) WHAT BEHAVIOR MANIP EST AT lO^S ARE 
2) OErmtTiON or learning 
3}the ErrECT or cxperiences <ic maturation or 

BEHAVIOR CHANCES 
^(4) aEARRlllG process , 

TRANSPER or LEARNING OR ASSOClATtOR 
REmrORCEMENT 
IROIVIOUAL LEARNING 
, , L^AlfNER/puPILS {i.E. SECONDARY FLE STUDCNt) 

(9) ^Treasonable RELATIONSHIPS** (ccnsioerations) 



S MUST MAVt ABILITY TO 0RCANI2E 
IDEAS LOGICALLY. 
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S MUST BE ABLE TO RECOGNIZE 
COMPLETE SENTENCES. 



S MUST HAVE SKILLS IN WRITING 
(composing) WITHIN A GIVEN 
STRUCTURE FOR PURPOSES OP IN- 
STRUCTION. 

T 



Assessment orSW ability to make 

TIME RELATIONSHIPS. 






S MOST 8E ABLE 
DIRECTIONS (iM 


TO rOLLOW 

itate). 



S MUST BE AWARE ( 
OF TEACHIMG-LEARI 
•^OME CONCRETE 


)r sioE-ErrECTS 

IING SITUATION 
EXAMPLES 


— ] 




'^S IS ABLE TO DRAW COttCtMSlONS AS 

''to their value in the teaching* 
' learning process 


' ! 


Assessment or S* 

RECOGNITION OP G 
TERMINOLOGY ANO 


S KNOWLEDGE ANB 
ENERAL EDUCATIONAL 
CONC EPTS 



S MUST HAVE RII0WLC06C OF 

Ct*SSROOM TA8K VWSUS lEARNW 60*tS 

What arc skius, haoits, "unawsTAHOiH 

COIIOITIOHS.UIIO?RWMICH T« « ARf IfARHtO 
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S mas; skills III 

(1) RCAOING & COMPRCH CHOI lie 
TfCHIIICAl EOUCATIONAL HATCRIALS, 

(2) VRITIII6 & F0RKULATIII6 TKHN|. 
CAL teUCATIOHAL CONCtPTS. 



ASSESSnCNT OF S's 
(l) LAII6UA8C BEHAVIORS 



2 



"itboy" ichaviors 



3) "CRfATIVE" ICHAVIORS 

4) SOCIAL aCNAVIORS 



ERIC 



5 will TCACN A 20-HIWTE 
SEIECTC9 lESSON IN A 
lin<<tATEt ClASS SETTINg 

6 CONDUCT AN EVAlUATIVE 
eUCUSSION THAT FOllOWt 
THE PREJEHTATIOB, 



5 Witt ASS ESI THE VARIOUS 
TYPES OP tESSOMSy ACTITITItl 
VtSUAt AIDS, nATERIAtS^ 
MtlCEIt & TECHNIQUES WHICH 
t^ir.HT SC EMflOYFO IV IHtl« 
TtrUAl tESSONS* 



Given an outcine pgr writing 

•AtlY lESSON PtANSt S Will 
itfRITE A MINIMUM OP POUR PIANS 
USIKG A UIFPERENT METNOO Of 
irSTRUCTION rOR lACH PlAN* 



S Witt SEIECT & CONSTRUCT 
A MlHinUH OP TWO SUPPIE* 
HENTARY TOOtS TO ACfflEYE 
• PECIPIEO OUTCOMES. 



S Witt eVaiuate a seri e$ op ' 

SIMUIATEO ICSSON PRESENTAT- 
IONS USING THE CHECKLIST 
• EYEICPEO* 


i 




S Witl ASS($ 

• E uzo m Ev 

9I?1UIATE9 IE 


S A CwtCKl M V 
AlUATMS ThC 

SSONS* 



S WILL lOENTIFT THE PUNOAMENTAI 
CHaHcTCRISTICS OP THE OlPPER* 

ENT KINOS OP LESSONS AND PRE* 

SENT A WRITTEN & ORAL REPORT 

TO rui CLASS^ 



SUPPLE* 
HENTAL LEARNIN6 TOOLS PRE- 
SENTEO lY MEMBERS OP THE 
CIA?S« 



S WILL OESCRIIE THE PURPOSE 
* APPROPRIATE V%t$ OP SUPPLE- 
MENTAL TOOIS* 



ASSESSMFNT OP .S*S ABILITY TO 
MAKE EVALUATIONS WHER GIVEN 
SPECIPIC CRITERIA ANO MAKE 
DISTINCTIONS SETWEEV THE CON- 
CEPTS op: types op LESSONS 
' ACTIVIT IES 

»<5UAL AIDS . 

MATERIALS 

OEVICES, AND 
{ TECNRIQUES 
AS OUTLINED m COURSE MAT- 
;ERIALS HANDED OUT« 



ASSCSSMENT OP S<S KNOWCEOGE 
APPLICATION OP CONCEPTS} 
OUTLINC 

METHODS Of INSTRUCTION 
DCHAVIORAL 0IJECTIVE3 
GENERAIIZATIOKS 

5| TME SCneoULlNG 
6 mtUATlON 
7; SUHMARIZC 
8) CHECICLI5T 



5 MUST IE ABLE TO SYNTHESIZE 
PREVIOUS LEARNINGS^ ORGANIZE 
THEM INTO A PLAN OP INSTRUCTION 

6 IMITATE ACCEPTED MODELS OP 
INSTRUCT I 0N« 
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Assessment op S'sjknowledge 
(nitektion op prior learnings) 

IN PAMILY LIVING CURRICULUM. 
(A HlillMUM or .42 HOURS |N 

Major). 



Given a list op sentences^ S 

WILL (l) IDtNTIPY BETWEEN 
THOSE THAT ARE GENERALIZATIONS 
& THOSE THAT ARE NOT» AND (2) 
nENTIPY THE BASIC CONCEPTS 
POR EACH GENERALIZATION 
SELECTED. 



j MOSTse AELE TO ANALYZE WHAT 

UBJEC?**' ^^MOPRIATE 
SUBJECT MATTER. 



ASSESSMENT OP S»S ABILITY TO 
MAKE DISTUCTIONS BETWEEN 
CONCEPTS. 



(whaI 

ASSCl 
KNOwl 
PBf If 

s'lTui 



In order to gain experience 
• 1 the ttachmg op a simu- 
LATED LESSON^ S MUST BE ABLE 
TO APPLY SPECIPIC BEHAVIORS. 



Given reperences on writing gereralizations & conc">pts, 

3 VILL (l) IDENTIFY THE CHARACTERISTICS Of A GENERAi|. 

ZATION, (2) lOENTIPY TH E CN ARACT ERIST ICS OP A CORclH, 

(3) DESCRIBE & ANALYZE THE VALUE & USE OP GtNERAttiit^ 
IONS & CONCtPTS IN PLANNING A LESSOn/a UNIT» (4)*^** 
DESCRIBE & ANALYZE THE VALUE OP HAVING PUPILS NsT " 

- . - - ^.^.^^ V 

GENERALIZATIONS AS PART OP Th E TEACH I «6«l EARNi N6 / • - 
PROCESS. 



S KHowLEOGE OP concepts: 

I CHARACTERISTICS 
2| UNIT PLAM 
3; LESSON PLANS 
V TEACHING-LEARNING PROCESS 
ABSTRACTIONS 
CATEGORIZING 



S MUST IDEHTIPY CONCEPTS & 
GENERALIZATlOnS IN RELATION 
TO THE PLANKING ASPECT •>f 
TEACH|N6*ICARNING EXPERIENCE^ 



S GROUPS CHAflACTERISTlCS 
COVRISE •COhCEPTS". 



J,MU»T OISTINCTIOW BET- 

WEEN COHPtCK NEW CONCEPTS 

WHEN GIVCV SPECIPIC CRITERIA, 



S GROUPS CHARACTERISTICS THAT [() 
COMPRISE "generalizations" H, 



S MUST HAVe KNOWLEOGE 
EDUCATION PSYCHOLOGY 
PllNCl.>t(S. 

.4. 



OP 



to IOENtIpy CH ARACT ER>| 



DEVELOPMENT OF VAE 
TEST ITEMS 

PREREQUISITE SKILL TESTS 

1. Professors esi ablish course entry level. 

2. List skills prerequisite to entire VAE program. 

3. List skills prerequisite to one specific course. 

4. Write test items for course-specific prerequisite skills and obtain 
faculty approval. Tests may be either performance tests and/or 
paper and pencil tests. 

EXIT TESTS 

5. Two tests contructed ~ a performance test and a paper and pencil test. 

6. All test items are criterion-referenced. 

1. Tests approved by VAE faculty member currently responsible for the 
given course. 
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SKILLS RL"-RlQUISI TL TO VA£ PROGRAM 

I* Vi/ritten Communication 

2. Reading SKi I Is 

5. ural oomrnun ica" ion 
4* Li stening Ski I I s 

Ability to Listen and Follow Directions 

SKILLS PKL-^LQUISITii TO 0231 

1. Typing ability - 30 words a min^to 

2. Use of the Library 

3. Analyze previous observations of classroom presentations 

4. Write in behavioral terms 
3. ivrite dehavioral Objectives 

6. Define consumer education 

7. Jefine career education 

3. Interviewing and Questioning Skills 
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HKl-klQU I S I ; L !jKILLS TtoT 
FOh: VAE 0231 



!• List tnreo major sources for finding instructional or research materials 
in business education, 

a. 

2. From one of the auov^ sources, write a detailed description of the steps 
you would go through to locate a research report on curriculum development 
in business education, 

3. In what source would you look to find annotations of bibliographies? 

4. In wnat source would you look to find instructional materials? 

5. List the five components of a planning objective. 

a. 
b. 
c* 
d. 
e* 

6. From the following list of behavioral objectives, check the objectives 
that are not planning objectives. 

3* ihe student takes a thret; minute timing. 

t^- 'he student types a mailable copy of a letter from 

rough draft. 

. The student will demonstrate his knowledge of retailing 

arithmetic by solving problems on comroon fractions, 
addition, and subtraction. 

^- ^^iven a rough draft letter which contains a two column 

tabulation problem, the student will use the backroll 
backspace method to type the tabulation and produce a 
mailable copy of the letter. 

^* ^he student takes a pretest to demonstrate his knowledge 

of the four basic skills in arithmetic. 

Correct the objectives you checked by supplying the parts that are 
missing and/or rewriting the incorrect parts. 
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7. A worker in the business community was interviewed aoout her job. She 
gave the following statements about one of her typing tasks, 

"My supervisor gives me a rough draft copy of a letter 
he has written, inen I go through the letter to see 
if there are any corrections that need to bo made. 
In our office we make two copies of everything. One 
for us ard one for the files upstairs in the main 
office. After the letter is typed I read it over to 
make sure there are no errors. Then I give it to my 
supervisor to have it signed. After it is signed, I 
type an envelope for the- letter and put it in the 
outgoing tray. I send one copy of the letter upstairs 
and file one in our files. Then I throw away the 
rough draft copy my supervisor gave me to type from." 

Rewrite ner statements in behavioral terms so thai a studont in abeginning 

typewriting class will be able to follow the steps and perform the 

task. 

6. uefine ''consumer education". How is this related to business education? 
9. iJefine "career education", fbw is this related to business education? 

10. List the guiding principles for carrying on an interview. 

11. a. List the parts of an integrated, detailed lesson plan. 

b. From the attached lesson plans decide whether or not each lesson 
is detailed and integrated. 

c. If the lesson plan is not integrated, correct it by deleting and/or 
adding the appropriate part or parts. 

12. Make arrangements with the instructor to view two video tapes of student- 
teacher interaction. After viewing each tape, analyze the teaching 
techniques employed by the teacher in terms of whether or not the 
teaching techniques were effective or ineffective. 



(^LRFOKMAiCL TLSF 

13. Make arrangements with the instructor to fake a three-minute corrected- 
^ word s-a -minute timing. You must type at least 30 words a minute. 
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WRITTEN EXEMPTION TEST FOR VAE 0231 

1. Using the attached format for a typewriting lesson plan, write a 40- 
minute integrated lesson plan for one of the following products: 

a. letter 

b • memorandum 

c. report 

d. outline 

2. Write one terminal behavioral objective for a beginning typewriting 
class and the corresponding intermediate and daily behavioral objectives. 

3. Select five areas of instruction from the list below and write an 
annotation (Turabian format) of one article in each area. The articles 
should relate to classroom experiments or practical experiences. 



a. 


home row keys 


b. 


numeric and special keys 


c. 


horizontal centering 


d* 


vertical centering 


e. 


tabulations 


f . 


letters and memos 


g- 


erasing 


h. 


crowding and spreading 




composing at the typewriter 


j. 


upper alphabetic keys 



4. Write a summary of the important points of the typewriting method 
endorsed by one of the following authorities on typewriting: 

a. John L. Rowe 

b. Herbert A. Tonne 

c. Jerry W. Robinson 

d. Fred S. Cook 

If you are unable to summarize the ideas of one of the above authorities, 
read a typewriting methods book written by one of the authorities 
above and write a summary of the important ideas brought out in the 
book. The summary should be written in the Turabian annotation format. 

5. From the following lines of material typed using a diatype, identify 
the lines and/or keys which are not typed at stroke level and 
describe the characteristics of an appropriate corrective drill to 
correct the stroking pattern. 
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PERIORMANCE TEST FOR 0231 



Type the following line of material using the diatype: 

You are learning the touch system for typewriting. 
Type the answers to the six questions below in the following manner: 

a. AxiBs4ev 2 of the questions in the form of a letter. 

b. Answer 2 of the questions in the form of a memorandum. 

c. Answer 2 of the questions as an edited rough draft copy. 

1) Describe the steps in presenting new alphabetic keys. 

2) Define what an ASA drill is. What is the rationale for the drill? 
What are the limitations and advantages of the ASA drill? How 
would you overcome the limitations? 

3) Describe the steps in presenting a two column tabulation lesson 
using the backroll and backspace method. 

4) What do you consider is the rationale for Thought Starters? Would 
this device improve or have no effect on the student's typewriting 
skill? Explain. 

5) Define and illustrate what is meant by an integrated lesson plan? 

6) What criteria would you use to evaluate students in a beginning 
typewriting class? How would you justify these criteria to a 
parent? 

Design and reproduce 2 copies of one of the following on the Magnetic 
Card Selectric typewriter. 

a. form 

b. letter 

c. class handout 

Make arrangements with the instructor to take a three-minute corrected- 
words-a-minute timing. You must be able to type at least 35 words 
a minute using the attached timed writing. 

Make arrangements with the instructor to teach a 40-minute typewriting 
lesson using the lesson plan you have written. 
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Write an l-TIP ( Individualized Task Instruction Packet) following 
the process outlined in the enclosed copy entitled "Individualized 
Task Instruction Packet (I TIP) Procedures." A copy of the 
interview form and a completed I-TIP is also attached. The I-TIP 
you write should include the following: 

a. the interview form 

b. a copy of the I-TIP 

c. a copy of the checking model for the I-TIP 
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TIMED WRITING 



A SENSE OF HUMOR DOES KORE THAN ANY OTHER TRAIT TO ASSIST YOU IN 13 

UNDERSTANDING AND ADJUSTING YOURSELF TO ALL SORTS OF PEOPLE. WHETHER OR 28 

NOT IT IS AN ASSET THAT CAN BE ACQUIRED IF YOU ARE WITHOUT IT IS SOME- 42 

THING THAT IS DIFFICULT TO DETERMINE. THERE IS NOTHING LIKE A SENSE OF 55 

HUMOR TO LIGHTEN THE STRAIN OF THE PERPLEXING PROBL,^ THAT PLAGUE YOU. 7^ 

IT WILL HELP YOU GET OVER DIFFICULT AND TIRESOME SITUATIONS IN AN EASIER 85 

MANNER. STUDENTS YOUR AGE SHOULD NATURALLY SEE THE CCWICAL AND LUDI- 99 

CROUS; YOU SHOULD RECOGNIZE THE UNUSUAL AND GREET IT WITH A LAUGH. no 
....1*.... 2.... 3.... 4.... 5.... 6.... 7.... 8.... 9.... 10.... 11... ^2.... 13 
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DEVELOPMENT OF VAE 
INSTRUCTIONAL MODELS 



The basic instructional system components provide the frameiiork for 
each instructional model* These components are: 

1) competencies 

2) performance objectives 

3) needs assessment 

4) delivery systems 

5) evaluation 

In addition, all models utilize a component data management system* 

k variety of approaches and techniques have been developed and are 
being tried out* These include: 

a* self-instructional modules 

b* multi-media instruction 

c* new laboratory management procedures 

d* utilization of instructional aid 

e* procedures for scheduling teacher and/or student time 

f* varying room facilities 

g* new grouping of traditional courses 

h* new student data collection procedures 

These result in the following models: 

a* individualized self-pacing instruction 
b* traditional instruction vith new materials 
c* combination of individualized r small groups, and lecture 
d* individualized laboratory with structured lecture and demon- 
stration 
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Appendix III 
Management Information System 
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MAIN SUBSYSTEMS AND THEIR RELATIONSHIPS 




MIS COMPUTER FILES AND 
THEIR CONTENTS 



MASTER STUDENT FILE 



Admittance Date 

I.D* 

Name 

Address 

Telephone 

Sex 

Marital Status 

Birthdate 

College & Division 

Residency 

Curriculum 



Major 
Rank 

Cum. Honor Point Total 
Cum* Hours in Residence 
Cum* Total Hours 
Cum* Honor Point Base 
Vocational Certification 

Transcript of all courses taken since Jan*, 
Term 
Section 
Course Number 
Grade in Course 
Withdrawal Code 
Hours of Course 
Subject of Course 
Length of Course 



MASTER FACULTY FILE 



I*D* of faculty member 
Name of faculty member 
Birthdate 

Education (degrees) 
Area of Specialization 
Major Teaching Area 
Preferences: 

Course to teach 
Number of hours to 

generate per quarter 
Time of day to teach 



Service other than Teaching performed 

during year 
Organization Memberships 
Publications 

Courses taught per quarter 
Hours generated per quarter 
Total hours generated per year 



PLAN OF WORK FILE 

I.D. of student Work Experience 

Name of student Vocational Certification 

Co rses scheduled-term scheduled Expected graduation date 



I.D. of student 
Name of student 
Address 

Terra student teaching 
WSU supervfisiiig teacher 



STUDENT TEACHER FILE 

Final evaluation 
School where taught 
Area taught 
Level taught 
Cooperating teacher 
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COP FILE 



Course Number Parameters per course 

Objective per course Quarters to be taught 

Kits per course Maximum number of students 

Time of day to be taught 
Requirements of instructor 



FOLLOW-UP FILE 



Same information as Waster Student File. When a student graduates or completes 
the program, he is moved from the Master Student File to this file. 



PROGRAM EVALUATION FILE 

Objective Number/Kit Number Accummulated Time on objective/kit 

I.D. of student Date Ended 

Name of student Post-Test Score per objective/kit 

Prerequisite Skills test score Course Number/Section Number 
Exit One Test Scores for each 

kit or objective 
Date Started objective/kit 



INACTIVE STUDENT FILE 

Same information as Master Student File. When a student becomes an inactive student 
(does not take a course for three years), he is moved from the Master Student File 
to this file. 
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Master Student File 


^ Follow-Up File 


Master Faculty File 


Plan of Work File 


Course Objective 
Parameter File 


Student Teaching File 


Program Evaluation File 


Current Glob Tape 



MANAGEMENT OF INSTRUCTIONAL SYSTEM 



Student 
enters 
class 



Student 

takes 
pre-test 



Instructor 
grades 
test 



Indicates Kits 
objectives of 
course student 
must complete 



Aid completes; 
Exempt Form 



Student obtair 
kits/materials 
required to 
complete 



Student comple 
1st 6 items on 
Kit Record 
Form 





/ 


1 

Gives or 
of foi 
aj 


\e copy 

nnri to 
.d 




6 



status of 
students 
and kits/ 
obj. 



© 



6d 



,Aid countsy 
lumber of^ 
Jtudents 




Aid files copy 
in file by Kii: 
/ob j . number 



Reports of 
who and how 
many studentjs 
on each 
kit 



Student 
completes 
kit/objective 



Field Experience 
Form is used 
for scheduling 
field exper. 



Individual & 
small group 
conf /movies/ 
are scheduled 
o n w ee kly Sched Hale 
Form 



1 Gives to 
Student 



2 Instruct© 
Keeps copy 



Student 

takes 
Exit test 




Yes 



Aid com- 1 
pletes Kit 
Record Form 




2- 
3 



\/ 



Sends to 
Keypunch 
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I —to school 

2- to VAc files 

3— to students 



FIELD EXPERIENCE ASSIGNMENT 



Dote 

Telephone No — 

. Groduote Student 



2) College 
B. Hobbies or Specie! interest: 
O Work ond Trove! Experiences: 
D. Church ond/or Community Experiences: 



Nome 

Locol Address 

Closs Stonding: 

— " Junior . Senior 

Moior _ Minor(s) 

I. Briefly indicote experience in: 
A. Extrocurriculor Activities: 

1)High School 



II. Assignment Preferences: 

A. Do you hove tronsportotion ovoiloble: 



-Y®* No Con Arrange 



B. Generol Locotion desired or preferred school ond/or teocher: 



C. Hours Desired for Assignfnent: 

Doy 

Time 



1 St choice . 
1st choice. 



II L Type of Assignment:, 

01:servotion 

Mini-Lesson Presentotion 

This ossignment is in connection with 



IV. School Assigned (to be filled^out by VAE stoff) 

School 

Subject ^ 

Dote 



Tutoring 

Other old to clossroom teocher 
Other 



(Name of Woyne Kit) 



Principal 
Teacher . 
Time 



. 2nd choice 
. 2nd choice 



(Pleose report to school office ot leost 15 minutes before the time you ore scheduled fa observe) 
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1.0. No. 
Nom« 



COURSE EXEMPTION RECORD FORM 

cc \-9 

' I ' ' ' ' ' "T-T-l 

CC 10-2» 

' I I ' ' I -. I I I I I I rT 



I I I I 'n 



{lo»t Norn*. First Nom*} 

" 30-33 cc 34.38 ,^3,., 

Cour..No. L\\\ I ucuo. C ULLU Scor. 

(fight justify) 

Writ^ r«qulr4Kl KM numbers in boxes; 

cc 48 50 



cc <2-44 cc 45 -47 

rm i-r-r-i 

cc 60-62 cc 63^65 

rm rrr 



1 , , .« S' S3 :c 54 56 



cc 57 59 



] rm 



cc 73.74 cc 75-77 

' ' J mn r I i ) lilt 



Year and Month 
Course Begins 

cc 78-80 

CUD 

Yr. MO. 

(1.4,6.9) 



4 
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1.0. No. 



KIT RECORD FORM 

i I i i j. IJ IIP 



cc 1-9 



Mom* of Student 



cc IO>W 

I I I I I I I I I I I I I I r-i-T-| 

loit Norn* Firtt Nom* ■ 



« cc 34 31 cc ?Q-4I 

Co«r.. rriTn S.ct.on i I I 1 i "1 Kit NO. I I I 1 

cc 42-47 

OotoStertod i » I » I I I 
Yr. Mo. Ooy 

<g cc 51 53 

L A u Q ^r«r«qoUlto$k|llt»$coro CZE3Z] 

(fiflht Hntify) (,jght justify) 

cc54'5t 

Accumulotod TImo Spont on Kit I t I t I t 

(riflht justify) 

cc 59-64 

OotoEndod I > i I 

Yr. Mo. Ooy 



EnitTottScorod) 



biit-Tott Scorot (2) 



Pro-Triol Scoro 
cc6t 

No. cl Timo* Eiiit Toit Tokon CZ3 



f ro*Triol Scoro 



cc 65-67 

rm 



Inttrucior't Signatur« 



lndkot« in mlnulM th« omount of tim# yow tptnt working on this Kit por doy. 
Ooto Bogun 



Ooto 



Minutos 



Yoor AAonth Ooy 

Dot; A/^tnufx Ooto Minutot 



Cour»o No. i i I I I I I 1 

I Kit No. 



I.D. No. 



Totol Minutot 
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TIIK REFERR/VL PROCiCDURH 
Station U Detail 
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I. Introduction to Procccf; K(?*)^} 

A. Purpose or Process RY2'^-1- 

B. Units Affected R725-1 

C. Terms Used F7i5-1 

D. Machines Used i<Y?5-2 

E. Time Line R725-3 

II. Overell Scheme . f Procedure ^ . . 

III. Detailed Flowchart of Procedure R725-11 

IV. Appendices R725-23 



A. Admissions Referral Papers 
For Underfjraduatec 

^^SA-1595 

Speech Evaluation 
Form 130^4 
Form 3268 
Form 3210 
For Graduates 
M3A-.1^;95 
Form 2093 
Form 3523 

Application for Graduate Admif;f:ion 

B. Sample Log Book Entries 

C. Contents of Folders 
All Curriculum Areas 

Transmittal Form (R-l) 

Student Referral Data Form {R-3) 

Requirements for Students in VAE (R~M 

Business and Distributive 

Plan of V7ork (Undergraduate and ?-tAT) 

Undergraduate and Certification HequiremenLs 
Work Sheet (R-.8) 
V/ork Experience (R-9) 

Master of Arts in Teaching Program (R-5) 
Master of Education (R-7) 
Plan of Work (M. ED.) 

D. Family Life 

Flan of Work (Undergraduate and MAT) 
Plan of Work (M. ED.) 

E. Industrial Education 

Pliin of Work (Undergraduate an<I MAT) 
Summary: Credit Hours Completed (R-30) 
Course Schedules (R-ll) 
Plan of Work (Graduate) 
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Letters Sent to Gtudentr, Applying; for Admiusiion 

Business and Distributive (P-12) 

Family Life (R-13) 

Industrial (R--3U) 
Referrals Ready for Administrative Committee Approval 

H. Letters Sent to Ilewly Admitted Students 

All New VAE MAT Advicoec (Certif i.-ate and De^'irec) (R-I6) 
All New VAE Master of Education Studonts (R-IY) 

I. Sample Problems for Changing Macnctic Hoard 
J. Formt for Vi irl Microfilm Jacket 

Inforrriatioii Included in Microfilm Jacket 
K. Form for Kcquestin/5 Services froiir Coxin::elin(j: and Tcstinfj 
L. Control Cards for Scanning Plans of V/ork 

Control Forms for Scanning Plane of V/ork 

Instruetions for Scanning Plan*: of Work 
M. Keypuneh Request Card 

Tabulating Request Card 
N. Listing of Trial PrograTi Deck 

Listing of Merge Program Deck 
0. Current List of Faculty Advisors 
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Introduction to System 



A. Purpose: The referral procedure is that scries of steps required 

to process a student *s admission into the department. 

B. Units Affected 



1. Clericnl Station D — Coordinates the entire process 

2. Admissions Office — Supplies initial request form.*; 

3. Faculty Advi*:;cr — Helps stuclcntn fill out plan of work 

4. Curriculum Coordinator — Handles cnr.es in which the 
student cannot meet with an adviser; 5;ubmits referrals 
to the Administrative Committee for approval 

5. Administrative Committee — Makes decisions concerning 
the admittance of students. 



6. Counseling and Testing — Scan., plans of work 

C. Terms Used 



1. Curriculum Areas: BICD - Business Education; DEI) - 
Distributive Education; FLE - Family Life Education; 
lED • Industrial Education. 



2. Curriculum Coordinator: A person who is responsible 
for directing (coordinating) activities within a 
curriculum area. Refer to Appendix 0 for list of facul 

3. Facul !:y Adviser: All members of the faculty are 
advisers. 



4. Referral: Sometimes refers to a student requesting 
admission to the department. The term also refers 
to the papers received from the Admissions Office. 
Referral date'> arc related to the terra in which a 
newly admitted student may begin classes. Thus a 
student requesting admission during the Winter 
term would probably begin classes in the Spring. 
He is called a "Spring Referral." 
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D. Machines Used 

1. Microf ilininjj equipment - Locafod in room A2. Sec 
"Machine Operations Manual" for directions. 

* 

2. Keypunch - Located in room 41. See "Machine 
Operations Manual" for instructions. 

3. Computer Terminal - The mag card (station B) is 
a computer terminal. Also there are rep,ular 
terminals several places in the building. The 
"Machine Operations Manual" has directions for 
using both. 
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FIGURE 1 
Referral Procedure 



^ Begin ^ 





1 

Receive re- 
ferrals from 
Admissions 



Yes 



Prepare spe- 
cial case 
folder (s) 



Lo^ referrals 
in lop, book 




No 



Prepare 
folder 



V 



Give folder (Sj 
to director i 



V 

8 

Follow di- 
rector's 
insti'uctionc 



7 

File folder 
in Ready- for- 
Tntervicw file 
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Send letter 
to Kt.udent 
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1 



10 

Receive re-- 
quest for 
student's 

folder 



1 

Receive reply 
from stud. un- 
able to fol]o47 

procedure 



12 

Give fo]der 
to director 



V 



13 




Follow 


di- 


rector' 


s 


instructions 
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Receive 
folder 



16 

Work through 
checklist 



Yes 
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Have faculty 
advir.er or 
director 
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PROCEDURE DESCRIPTION - FLOW CHART 


Task Title: Referral Procedure 


Task JD Number 


Step Description 


Flow Chart 



Step 1 

1. Check to make sure that all names on 
the list actually have referral papers • 
If net, request them from Admissions. 

2. Make sure referrals contain all needed 
forms 

a) If referral is a graduate the 
folder should include: 

(1) White MSA - 1595 

(2a) Green referral action sheet OR 

(2b) Change of Major (F3523) 

(3) Application form 

(4) Transcript (s) 

b) If referral is an undergraduate 
the folder should Include: 

(1) White MSA - 1595 

(2) Speech evaluation form 

(3d) Blue referral and recommenda- 
tions (2 copies) OR 
(3b) White form 3268-5C 

(4) Personal history form 

(5) Transcripts — one from each 
college or university attended. 

Samples of these forms are in Appendix A. 

3. If any form is uiissing, request it from 
Admissions (Room 489) or if only one 
copy is missing, make a copy. 

Step 2 

1, Write in Log Book: 

a) Date 

b) Student •s name 

c) ID number 

d) curriculum area (BED,DED,rLE,IED) 



1 

Receive 

Referrals 

from 

Admissions 



Log Referrals 
in Log 
Book 



ERJC 
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R725-11 



PROCEDURE DESCRIPTION - FLOW CHART 



Task Titie: Referral Procedure 


Step Description 


Flow 


Chart 


c 

Step 2 (cont'd.) V. 





e) status (undergraduate 9 master, 
of Education, MAT, sixth year 
specialist, doctoral) 

f ) date referral papers are due 
back in Admissions 

(See Appendix B) 



Step 3 

Check referral papers for unusual cir- 
cumstances — primarily 

a) students requesting degree but 
no certification 

b) post degree students 



Yes 



Step 4 



1. 
2. 
3- 



5. 



Type a name label 

Attach to folder 

Number the folders consecutively 

(Note: these numbers should duplicate 

the regular folders.) 

Place all papers in the file, includ* 

ing any previous correspondence with 

the person. (This is located in 

the miscellaneous file.) 

Attach a short note to the folder 

explaining why the folder is being 

given to the director. 




Prepare specif 
case folders 



Step 5 



1. 
2. 



3- 



Type a name label for each name. 
Attach BED and BED names to green 
foldei^i; FLE names to red folders; 
lED names to blue folders. 
Number the folders consecutively 
(Note: these numbers should not 
duplicate special cases.) 



Prepr:*re 
folder 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 



ERIC 



Step 5 (cont'd.) 

4« Place all papers for a person in his 
folder^ including any previous cor- 
responderxe (found in the miscella- 
neous file). 

5. Include in all f ciders 

a) Admissions papers (step 1) 

b) Transmittal form (R-1) 

c) Student Referral Data Form (R-3) 

d) Curriculum area and status 

Plan of Work (e.g. FLE, Graduate) 

e) Curriculum area and status 
requirements (R-4) 

f) ^ In addition: 

BED &DED * two copies of 
worksheet (R-8); two copies 
of work experience form (R-9) 
lED - worksheets (R-10, R-11) 

g) Previous correspondence. 
(See Appendices C-E) 



Step 7 

This file is located at station D desk. 

1. Separate folders by curriculum area. 

2. File folders alphabetically by name^ 
within each curriculum area. 

3. Log location of folder in log book. 



Step 9 

1. Type inside address on form letters 
(R-12, R-13, R-14). 

2. Fill in date line using date referral 
papers are due back in Admissions. 

3. Make a carbon copy of the above. 

4. Send BED letter and copy of the work 
experience form to BED students. 

5. Send FLE and lED letters to students 
in respective currlculums. 

6. Log ''date sent*' in log book. 

7. Place carbon in student's file. 



(See Appendix F) 
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0 



Give folder 
to 

Director 



File folder 
in Ready-f or- 
Interview fil 



8 

Follow 
Director's 
Instructions 



Send letter 
to student 
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R725-13 



PROCEDURE DESCRIPTION - F^OW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 



Step 10 

1. Pull folder from file 

2. Log folder out on 'out* card 

3* If folder has not been returned 
within 24 hours , check with 
adviser. 



Step 12 

Hand folder and student's reply to 
the director. 



Step 13 

Director may ask you to follow all, 
part, or none of the usual procedural 
steps • 



Step 14 

Folders should be returned by faculty 
adviser within 24 hours. (If not, 
check with adviser). 



Step 15 

Check transmittal form. 'Student 
admitted' box should be checked to take 
*yes' branch. 



Step 16 

Complete or check all items on bottom 
of transmittal form. Any inaccuracy 
in this step will result in much excess 
work later. 



Step 17 

Folder Is ready for administrative 
committee if all items on the transmittal 
form can be checked "yes*\ 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title; Referral Procedure 



Step Description 



Flow Chart 



ERIC 



Step 18 

Take the folder back to the adviser 
or to the director if you cannot make 
corrections yoursel". Be certain that 
the social security number appears on 
both sides of the plan of work. All 
spaces will be transferred to punches 
on cards and if no social security 

number is filled in you may-spend 

several hours trying to identify one 
card. 

Step 19 

This file is located at station D. 
File by curriculum area. 

Step 20 

Each Friday type 5 copies of the 
referral status form (R-2). Code 
No. is the number on the person's 
folder. (See Appendix G) 

Step 21 

Folders and a copy of the referral 
status form are given to the respec- 
tive curriculum coordinators in each 
area. In addition^ one copy of the 
form stays at station D and one copy 
goes to the director. 

Step 22 

Referral is approved if Referral- 
Status form is so marked. 

Step 23 

Whatever action is taken should be 
logged including date in *not 
approved* column. 

Step 2A 

Write date in proper column. 
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T^isk Title; Referral Procedure 



Step Description 



Flow Chart 
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27 
Return 
admissions 
•papers 



Step 25 

All spaces on Plans-of-Work have been 
approved » those spaces must be 
blackened in with r heavy black 
pencil. Make sure «-ll spaces are 
marked • 

Step 26 

Use the 3M copier. 
Admissions papers to copy. 

1. Transcripts (you may keep WSU 
undergraduate transcripts) 

2. Form 130A, 2500 (blue) if there 
is only one copy. 

3. Form 3268-5C-l/6'r 

Step 27 

Return all admission papers except: 

1. Undergraduate WSU transcripts. 

2. Form 3210-250 

3. Adviser's copy of Form 2093-lOM 

4. One copy of Form F3523* 

Step 28 

Send photocopy of Plan-of-Work and 
letter for program to which student 
has been admitted (undergrad & MAT» 
or M.Ed, forms (R-15, R-17, see 
A^ppendix H). 

Step 29 

Appendix 1 contains a sample problem 
and instructions. 

Step 30 

The following papers must be micro- 
filmed. 

1. Transcripts, Plan of Work, Changes 
in Plan of Work 
• 2. Correspondence 

3. Recommendations 

4. Admission Papers (see Step 1) 

5. Miscellaneous items 



25 
Blacken 
spaces on 
Plan-of-Work 



I 



26 

Photocopy 
Plan-of-Work 
and admissior 

r>ar>OT» 



r 



28 

Send letter 
to student 



T 



29 
Change 
magnetic 
board 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description Flow Chart 



Instructions for using the equipment 
are in the machine operator s manual. 



Step 31 

Appendix J has a model of the micro- 
fiche layout. Row one contains the 
following papers: a) Transcripts, 
b) Plan of Work. Row Two: a) 
correspondence. Row Three: a) 
recommendations. Row Four: a) 
See Step 1 for list of forms. 
Row Five: miscellaneous. 
There should only be one jacket 
per person* If there are too many 
papers for one row, put remaining 
ones in Row Five — Miscellaneous. 

Step 32 

File microfiche alphabetically by 
name within each curriculum area. 
In addition. Family Life separates 
graduates from undergraduates. 

Step 33 

There is a sample form 108 request- 
ing this service in Appendix K. 
Forms are available from station C. 
At end of 9th week fill out this 
form. 

Step 3^^ 



This form is obtained from Counsel- 
ing and Testing (if you do not have 
any, call 7-3400). A sample form 
Is filled out in Appendix K. Simply 
check the boxes "scanning" and 
"keypunching." 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 



Step 35 

Send the above two forms to: 

Counseling and Testing 

Room 329 

Mackenzie Hall 
You must do this at least ten 
days before the plans are to be 
scanned* 

Step' 36' 

Arrange the plans of work in 
ascending order (by social security 
number). Take the plans of work 
which are to be scanned to 329 
Mackenzie. In addition, take: 

1) 3 Plan-of-Work control forms 
(so labeled) 

2) 2 Control Cards (labeled) 

3) Hectographed sheet of 
instructions. (See Appendix L) 

Step 37 

On the student data sheet cross all 
letter "0'*s" and "I's". Letter "Z's" 
must either be straight so that 
there is no confusing with 2, or they 
must also be crossed. 
Example: 

SUEIE j/. WHITE 

If a keypuncher encounters the 
following. 

SUliE a )M/Hr£ 

SU21E 0. WHITE 
where the middle initial is a zero, 
the "i's" become ones and the Z 
looked too much like 2 so 2 was 
punched. 




35 

Send forms to 
Counseling & 
Testing 



I 



36 

Take plans of 
work to 329 
Mackenzie 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 
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Step 38 

Go to room 329 Mackenzie to get the 
cards. Allow 24-48 hours for them 
to be completed. (You can call 7-3400 
to check.) There will be 12 decks 
(side one and side two of each 
curriculum area and status) . Also 
be sure you receive the 3 control 
sheets, the 2 control cards and the 
hecto sheet of InstructlonB. 

Step 39 and 40 

Keep a supply of these cards on 
hand* Vfhen you get down to two 
cards, duplicate several more. Two 
completed cards are In Appendix M, 

Step 41 

Submit the two jobs to the comput- 
ing center. The pink tab card 
Is placed on the deck of cards 
received from scanning* The yellow 
keypunch request card is clipped 
to the coding forms* Separate the 
coding forms by curriculum area 
and then by status (graduate and 
undergraduate) . 

Step 42 

Give the stub portions of the two 
request cards to the person at the 
control desk. 

Step 43 

This step concerns Che reproduced 
deck from scanning* If there is a 
social security number on every 
card and if each number appears 
twice, follow the 'yes' route* 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 
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Step AA 

Arrange the cards (side one and side 
two) in the same order as the plans 
of work which were scanned* By match- 
ing cards and planc> of work» you 
should be able to determine which 
corrections need to be made. Appendix 
M explains how to punch cards for sheets 
not scanned. 

Step AS 

Separate the Name«-ID cards (those 
punched from the coding forms) by 
curriculum area. (Note: BED & DED 
go together.) Then separate graduates 
from undergraduates in each area. 
(Note: Graduates include MAT^ MEd^ 
Specialists » and doctoral students.) 
The following codes are used: 

Curricultim in columns 76-78 

BED & DED » lAl, 195, 1A3 or 196 

FLE « 1A7 or AOO 

lED « 1A8 or A03 

Status is in columns 79-80 

Undergrad « Ol-OA 

Graduate « 51, 5A, 57, 67 

Insert BED & DED undergraduate 
Name-ID cards between cards 15 and 
16 in the TRIAL PROGRAM deck. There 
should be a handwritten indication 
on the l6th card to confirm this. 
Similarly insert each of the remaining 
5 decks in the places indicated 
(between ^NUMBER and ^UNNUMBER cards 
in each case). The last indication 
to insert cards refers to those pro- 
duced by the computing center). The 
order of persons does not matter as 
long as each person's side one card 
is followed immediately by his side 
two card. (Note: side one cards 
have punches through column 80. 
Side two cards have punches only 
through column 55.) 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 



Step 46 

Uhen you hand the deck to the person 
at the central desk, you will be 
given a yellow card with a receipt 
number. This numb or matches that on 
the pink card which is placed on 
your deck. Keep the yellow card 
and use it to claim your output 
the next day* Any alternative to 
this procedure is that the cards may 
be read in immediately and handed 
back to you. You will still receive 
the yellow receipt card. 

Step A7 

Take the yellow receipt card to 

the control desk the next day. 

You will have to ask for your cards 

if they were not read in the previous 

day. (Cards can be read in immedi* 

ately only when the system is 

operating.) 

Step A8 

Take printout to the systems specialist to 
be checked for errors. 

Step 49 

Follow appropriate path. 
Step 50 

The merge deck should not replace 
the trail deck. Set up is the same 
as the trial deck. See step AS. 

Step 51 

Correct cards by duplicating up to 
the incorrect character(s) , punching 
the correct character (s) and dupli- 
cating the remainder of the card. 
Discard the incorrect card and place 
the newly punched card into the deck. 







46 
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program 
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Pick up cardj 
and output 



48 
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PROCEDURE DESCRIPTION - FLOW CHART 



Task Title: Referral Procedure 



Step Description 



Flow Chart 



Step 51 (contM.) 

Correcting the cards may entail 
consultation with the student, his 
adviser 9 or a curriculum coordinator 
if Information Is missing. 

If the person who checks the print-* 
out suggests It, you may return to 
step 29 thus running the trial 
program once more. 

Step 52 

Since the card can only be wrong if 
the plan of work is wrong, the plan 
of work will also have to be corrected. 
Consult a curriculum coordinator if 
you have not already done so to correct 
the card. 



Step 53 



See step 46 if you have questions 
about submitting a job to the computer 
center. 

Step 54 

See step 47 if you have questions 
about picking up a Job from the 
computer center. 
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CENSUS OP ACTIVE VAE STUDENTS 



KAME OF PROGRAM; CENSUS 

PURPOSE OF PROGRAM: To provide CENSUS of VA£ stvtdcnts actively enrolled 
in courses during current quarter. It also will count any students 
who have registered as 00 t:ajors but who are taking VAE courses. 

LIMITATIONS OF PROGRAM: Prograa will not include in its count any 

business ard distributive education doctoral students who are not 
enrolled 'n VAE courses. 

EXPLANATION OF PROGRAM: The data for this program is located on the 

current quarter GLCB nagnetlc tape. If the GLOB tape has not been 
generated for the current quarter, you r:ust- do this first. Allow 
five days for the tape to be made. You will need the data from 
this program for updating the magnetic board at the beginning of 
each quarter. 



TO GET PRINTOUT: 

1. Call Gary Smith, 7-1784, one week before ^uu need th« 
data, and request that he get a GLOB for the current 
quarter. 

2. Call him back in about 5 days to get the tape nuatber. 

3. Decide whether you wish to run this program in conversa- 
tional or batch mode. It is a short output but it 
takes approximately 20 minutes to execute the program. 
Conversational mode Id preferable. 

If conversational mode, type on terminal: 

1. $S1GN0N XBF2 insert 4-dlgit tape I 

2. (password) ^ 

3. $RUN *MOUNT PAR -OOXXXX 9TP *T* VOL-OOXXXX MODE-800 SIZE-30?)4 
RING-OUT "PRODSTU.EDGLOB* 

4. $RUN *FORTRAN SCARDS-CENSUS 

5. $RUN-LOAD# 1- T 7-*SINK* 

6. $SIGNOFF 

If batch mode, type on terminal: 

$SIGNON XBF2 
(password) 
$CREATE -TEMP 
$NUMBER 

$$SIGNON XBF2 insert A-digit tape # 

(password) ^ ' ' ^ 

$$RUN -MOUNT PAR-OOXXXX 9TP *T* VOL-OOXXXX MODE-800 SXZS-3094 
RING-OUT *PR0DSTU.EDGL0B' 
$$RUN *FORTRAN SCARDS-CENSUS 
$$RUN -LOAD* 1- *T* 
$$SIGNOFF 
$UNNUMBER 

$RUN BATCH SCARDS— TBfP 
$SIGNO?F lol 



1. 
2. 
3. 
4. 
5. 
6. 
7. 




8. 

9. 
10. 
11. 
12. 
13. 



You will need to pick up output at the Computing Center 24 hours later. 



PROBLEM SOLVING: 

1. If you cannot get the tape icounted^you will receive a 
response such as •INCORRECT EXTERNAL LABEL*, •INCORRECT 
TAPE NUMBER^ or some other indication that tape mount 
was not completed » recheck what yon typed in the mount 
command to make sure every number and letter was correct. 
If that is correct, call tape librarian, 7-4758, and ask 
her to verify the number and name of the tape. If she 
cannot help you, call Gary Smith and ask for help. 

2. If output data does not look reasonable — for example, all 
or a lot of zeros in the various categories-call Gary Smith 
and he will recheck his output and take proper action* 
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FOETBAN IV G COMPILER 



MAIN 



C6-02-72 



Olraa: 20 



PAGE 0001 



0001 



0002 
0003 
OOOH 
00 OS 



0006 



0007 
0QG8 
0009 
00 10 
0011 
0012 
00 1 3 
00 HI 
0015 
0016 
00 17 
0018 
0019 
0020 
0021 
0022 
0023 
002a 
00 25 
00 26 
0027 
0028 
00 29 
00 30 
0031 
0032 
00 33 
003a 

003': 

0036 
00 37 
0038 
0039 

ooao 

00 til 

ooa2 

DO a 3 

ooaa 
00 as 
ooa6 



TC GET CUBBENT CEMSIS OF VAE SlUDBNIS FBCM GLOB FORMAT 

IHTEGEB STATE, ZIP,SEX,GBAD. SENIOR, RES ,CURBIC, BANK, CnBHB,CMTHR,TEBM 
1 (2) , PHONE (3) , CITY (a) ,STBEE1(7) ,NAM E(9) ,S ECTON (aO) , MA BK (aO) , HCODE( 
2aO),GRADX(U0) ,HO0RS (aO) ,SOE J ("aO) , WEEKS (40) ,VAE(15,7) /105*0/,COOHSE 
3(a0) ,BIRIH (3) 
DATA IVAE/'VAEV 

1 L=0 
J=0 

READ (1,2, END=50) ID, lERH, NAME, STREET, CITY, STATE, ZIP, PHONE, SEX ,M AR IE 
lD,BiRTH,GjRAD,SBNiOB, FES, CO IRiC,M AJOR ^RAM K,CHHPT, CMRU B, CHTHB, CHHHB, 
2H0, (SECTON(I) ,MARK(I) ,BCCDE(I) ,3BADX(I) ,HO0RS(I) ,SUBJ (I) , COORSE (I 
3) ,MEEKS(I) ,1=1 ,N0) 

2 FORMAT (2X,I9,I2,I1,9Aa,6Aa , A1 ,3Aa ,A2 ,Aa, I5,2Aa, A3, A1 , Al, 312, A1 , A 1, 
1I1,2X,A2,I3,I2,7X,7X,1X,1X,1X,1X,1X, 1X,3X,8X,8X,8X,8X,P7.2,I3,I3,F 
25.2,I2,a0(I5,Al,1X,A1,2X,A 1,1X,I3,10X,A3,ia,2X,I2,36X) ) 

1=0 ~ 

IP(MAJOH.NE.00)GC TO aO 

DO 31 1=1, NO 

IF (SU8J (I) . EQ. IVAE) L=9 

J=6 

IFjUi- BQ. 9) GO TO 8 
31 CONTINUE 

GO TO 1 
aO IF (MAJOR. EQ.iai) J=1 

IF (MA JOR. EQ. 1 a3) J=2 

IF (MAJOR. EQ. ia7) J=3 

IF (MAJOR. EQ. ia8) J=a 

IF (MA JOR. E Q.I 81) J=a " ' 

IF (MAJOR. EQ. 183) GO TO 7 

IF(aAJOR.EQ. 195)Gd TO 3 

IF(MAJCB.EQ.196) GO TO 3 

IF (HAjOE.EQ.aOO) GO TO 3 

IF(MAJOR.EQ. a03)GO TO 3 



IF(J.EQ.O) GO TO 1 
IF(RANK.LT.6) GO T0^8 

IF (RANK.EC.53.O^B.TANK.EQ^6'0)Gd TO 10 
IF (RANK. GT. 50) GO 10 9 

IF (RANK . GT. 5. AND. RANK. LT.SC) GO TO 1 0 

8 1=0 

IF~(R ANK ;E QTO 1 )'I^1 " 

IF (RANK. BQ.02)I=2 

IF (RANK. EQ. 03) 1=3 

IF (RANK.EQ.Oa) I=a 

IF (I.EQ.O)GO TO 9 

VAE(15,J)=VAE (15, J) *^ 

vA~Ea;jy^vAEii;"3j"+i — - - 

VAE (6, J) =VAE (6,J)+1 
VAE (1,7) =V AH (1,7) +1 
VAE(15,7)=VAE(15,7)*1 
VAE(6,7) =VAE (6V7)+1 
IF (MAJOR. NE. 00) GO TO 11 

GO TO-I ~ 

11 VAB(I,5)=VAE(I,5)+1 
VAE(6,5) =VAE (6,5) +1 
VAE(15,5)=VAE(15,5)*1 



- O 
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MAIN 



C6-02-72 



01:44:20 



PAGE 0002 



0047 
0048 
004 9 
0050 
00 51 
0052 
0053 
0054 
0055 
0056 
0057 
0058 
00 59 
0060 
0061 
0062 
0063 
006 4 
0065 
0066 
0067 
"0068 

006 9 
0070 
0071 

007 2 
007 3 
0074 
0075 
0076 
0077 
0078 
0079 
00 80 
0081 
0082 
0083 
0084 
0085 
0086 
0087 
0088 
0089 
0090 
0091 

D0'9'2~ 
0093 
0094 
00 9 5 
0096 
0097 
0098" 
0099 
0100 
0101 



12 



10 



70 



60 



61 



GO TO 1 

IF(aANK.EQ.51.0B.RANK.EQ.52)I=7 
IF (RANK.EC.54.0R.RANK.EQ.55)I=8 
IF (RANK. EQ. 57.bH.RANK.EQ.5e) 1=9 
IF (RANK. EQ.67.0B.RANK.EQ.6 6)I=9 
IF(I.EQ.0)GO TO 10 
VAE{I,J) =VAE (I, J) +1 
VAE (10,J)=VAE (10,J)+1 
VAE(I,7) =VAE (1,7) +1 
VAE(15,7) =VAE(15,7')+1 
VAE(15,J) =VAE(15,J) + 1 
VAE(10,7)=VAE (10,7)+1 
IF(KAJOR.NE.C0)GO TO 12 
GO TO 1 

VAE(I,5) =VAE(I,5) + 1 

V A E ( 10, 5 ) = V A E ( to; 5) +1 
VAE(15,5) = VAE (15,5)+1 
GC TO 1 

IF (RANK.EQ. 12)1=13 
IF (RANK. EQ. 06) 1=11 
IF(RANK.EQ. 53) 1=12 
IF ( R XNK . E C . 6 Oyi^l 3 
IF (RANK. EQ. 00) 1=13 
IF (I. EQ. 00)1=13 
VAE(I,J)=VAE (I,J)+1 
VAE(14,J)=VAE(14,J)+1 
VAR(15,J)=VAE(15>J)*1 
VAf (1,7) =VA'E (1/7)1^1 " 
VAE(15,7)=VAE (15,7)+1 
VAB(14,7)=VAE(14,7)+1 
IF (MAJOR. NB. 00) GO 10 70 
GO TO 1 

VAE (1,5) = VAE JI , 5) + 1 

V AE 11H,S) = V A E ( 1 4',57 + 1 
VAE{15,5)=VAE(15,5)+1 
GO TO 1 

CO 6 0 1=1, NO 

IF (SUBJ (I) .EQ. IVAE) GO TO 6 1 
CONTINUE 

*Go~ro~r' — ^ 

VAE(9,1) =VAE (9,1) + 1 
VAE (10,1 )"=VAE (TO, 1 ) +1 
VAE(15,1)=VAE(15,1)+1 
VAE(9,5)=VAE(9,5)+1 
VAE(9,7) =VAE (9,7) -fl 

"V7fr(T077)=VffETT077)'T1 

VAE(15,7)=VAE(15,7)+1 
VAE(10,5)=VAE(10,5)+1 
VAE(15,5)=VAE(15,5)+1 
GO TO 1 

IF (MAJOR. EQ. 195) J=1 

TF'(M S30R'. Fffn 96)" J^T 

IF(MAJOR.EQ. 400) J=3 
IF (MAJOR. EQ;-403) J=4 
VAE (5, J) =VAE (5, J) + 1 
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0102 
0103 
0104 

010 5 
0106 
0107 
0108 
0109 
01 10 

011 1 
01 12 



01 13 
01 1t| 



01 15 
0Ti6 
0117 
0118 



VAE(6,J) =VAn{6,J) +1 
VAE(5,5) =VAE (5,5) +1 
VAE(6,5)=VAE(6,5)+1 
VAE(5,7) =VAE (5,7) +1 
VAE(6,7) =VAE(6,7)+1 
VAE(15,J)=VAE(15,J) + 1 
VAE(15,5)=VAE(15,5)+1 
VAE( 15,7) =VAE (15,7) +1 
GO TO 1 

50 ilRITE (7, 80) TEBH 
80 FORtiaT(tHX,'CENSDS OF 

1* aANK',2lX,« BED' ,12X, 
2'NO MAJOR', 10X, 'TOTAL* ,//) 
WRITE (7,51) ( (VAE (I, J) ,J=1, 7) ,1=1,13) 

51 FO RK AT ( 1 X, ' FB ES H ' , 20 X , 13,6 (1 1 5) , /, 1 X , ' SO PH ' , 2 1 X , 13 . 6 (1 1 5) , 
I7,rx, 'JR' ,23~X,I3,6 (irS^) ,/, 1x, •SB',23X,!'3,"6 (I15T,7,'lT,'MAf'",22X, 
«4I3,6 (I15) ,/,2X, 'SOETOT' ,18 X, 13, 6 (115) ,//, IX, 'flED' , 22X,I3,6 (115) , /, 
5lX,'SPECIALISf', 15X,I3,6(I 15) ,/, 1X, ' DOCTOR ' , 19 X,I3,6 (115) ,/,2X,« SU 
6BT0T' ,18X, 13,6 (115)^/, IX, 'POST BACH' , 16X , 13, 6 (115) ,/,1X,'P0ST HST 
7' ,17X,I3,&(I15)",/,lX,'GUEST',20X,r3,6 (ri5 

WRITE (7 , 53) ( (VAE (I> J) , J= 1 , 7) ,1=1 4,15) 
53 F0RMAT(2X, ' SUBTOT' , 1 8X ,13, 6 (115) ,//, 't»X,f TOTAL' ,1 7X,i3,6 (115) j 
STOP 
END 



VAE fTUCEMTS FOR ',12,11,' QDA RTER' ,//,2X, 
•DED' ,12X, 'FLS' ,12X, 'IED' ,9 X, ' SOBTOT ' ,7X, 



TOTAL MEMORY REQUIREMENTS 001772 BITES 
EXECOTIpM TEBMINATEC 
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$RON -LOADI 1=*T* 7=*SINK* 
EXECUTION EEGINS 



CENSUS OF VAE STUDENTS FOR 12H QUARTER 



RANK 


BED 


■ DEI 


r n Z!iOn 


i 
1 


1 


SOPH 


5 


0 


JR 


29 


8 


SR 


UU 


a 


HAT 


6 


5 


SOBTOT 


as 


1 A 


MED 


64 


5 


SPECIALIST 


t| 


2 


DOCTOR 


2 


0 


SOBTOT 


70 


7 


POST BACH 


0 


0 


POST MST 


0 


0 


GUEST 


0 


0 


SUBTOT 


0 


0 


TOTAL 


155 


25 



FLB 

7 

22 
33 
35 
2 
99 

37 

0 

0 
37 

1 

0 
0 

1 

137 



lED 

11 

28 
85 
60 
14 
198 

64 

5 

9 
78 

5 
0 
0 

5 

281 



SUBTOI 

20 
55 
155 
143; 
27 
400 

170 
11 
11 

192 i 

6 
0 
0 

6 

598 



_ST0P 0 
EXECOtiON lERHINAfED 



ERIC 
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CENSUS CF VAE STUDENTS FOR T2(i QUARTER 



DED FLE lED 



1 


7 


11 


0 


22 


28 


8 


33 


85 


4 


35 


60 


c 

J 


Z 


4 It 

1*1 


18 


99 


198 


5 


37 


64 


2 


0 


5 


0 


0 


9 


7 


37 


78 


0 


1 


5 


0 


0 


0 


0 


0 


0 


0 


1 


5 


25 


137 


281 



SUBTOT NO MAJ08 TOTAL 



20 


•0 


20 


55 


0 


55 


155 


0 


155 


143 


0 


143 


27 


0 


27 


400 


0 


400 


170 


1 


171 


11 


0 


11 


11 


0 


11 


192 


1 


193 


6 


3 


9 


0 


10 


10 


0 


5 


5 


6 


18 


24 


598 


19 


617 



ERIC 



